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INTRODUCTION 

American  businesses  are  desperate  for  trained  office  workers.   Tech- 
nical advancements  of  the  70' s  have  made  this  situation  critical.   Future 
advancements  will  make  it  even  worse.   Business  and  industry  need  trained 
personnel.   It  is  the  responsibility  of  business  programs  at  all  levels 
from  high  school  to  university  to  provide  this  personnel.   Technology  in 
today's  offices  has  developed  so  rapidly  that  schools  are  finding  it  diffi- 
cult to  identify  and  fill  the  employment  needs  of  business.   In  order  to 
supply  trained  personnel,  schools  must  be  equipped  with  the  materials 
and  technology  currently  being  used  by  the  businesses  they  serve. 

Unlike  many  states,  Montana  has  a  large  land  area  with  a  very  small 
population.   This  has  made  it  more  difficult  for  these  schools  to  identify 
and  fill  the  needs  of  their  businesses.   The  community  served  by  most  of 
Montana  varies  greatly  from  the  small  rural  towns  like  Clyde  Park  to  large 
metropolitan  areas  such  as  Billings.   Many  students  leave  the  state  and 
find  work  in  even  larger  metropolitan  areas. 

To  compound  this  problem,  schools  today  are  experiencing  an  era  of 
financial  cutbacks.   These  cutbacks  have  made  it  almost  impossible  for 
schools  to  purchase  the  equipment  necessary  to  train  office  personnel. 
These  cutbacks  also  make  it  even  more  important  that  business  programs 
provide  training  that  is  meaningful  and  necessary  for  employment  in 
business.   Business  training  must  provide  students  with  the  skills  neces- 
sary to  obtain  jobs.   The  best  way  to  determine  how  well  our  business 
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programs  are  meeting  the  needs  of  business  and  what  equipment  and  material 
businesses  are  using  is  to  complete  a  survey  of  businesses  in  Montana. 

NEED  FOR  THE  STUDY 

The  fact  that  no  recent  survey  of  Montana  businesses  has  been  complet 
justified  the  need  for  this  study.   Montana  business  programs  cannot  meet 
the  needs  of  the  business  community  if  they  do  not  know  what  equipment  is 
used  by  those  businesses.   They  must  also  identify  the  skills  required  of 
graduates  of  business  programs.   Completion  of  this  survey  will  provide 
this  information. 

PURPOSE 


The  purpose  of  this  study  was  to: 

1.  Identify  employment  opportunities  for  business  students  in 
Montana  who  graduated  from  high  school  and  post  secondary 
institutions  (including  vo-tech,  community  colleges,  uni- 
versities and  colleges). 

2.  Identify  the  skills  needed  by  business  graduates  in  order 
to  obtain  successful  employment  and  to  maintain  successful 
performance  on  that  job. 

3.  Identify  current  trends  of  office  equipment  and  practices 
actually  being  used  by  Montana  employers. 

A.   Identify  initial  employment  and  advancement  practices  of 
opportunities  for  nontraditional  business  students. 


PROCEDURES 
Development  of  Survey  Instrument 

Before  developing  a  survey  instrument,  a  review  of  current  surveys 
completed  by  business  educators  was  conducted.   The  following  research 
became  the  basis  for  the  survey  instrument; 


1.  Thomas,  Edward  G.  and  James  R.  Busher.  "Guidelines  for  Con- 
ducting An  Office  Equipment  Survey  on  Local  Business  Firms", 
Business  Education  World,  May  1979,  pgs.  12-13. 

2.  Office  of  Public  Instruction,  "Cooperative  Vocational  Educa- 
tion Survey". 

3.  Stiegler,  Christine.   "A  Questionnaire  Evaluation  of  Your 
B.E.  Program",  Business  Exchange,  April  1979,  pgs.  20-25. 

4.  Maedke,  Wilmer.   "The  Records  Management  Profession:   A 
Profile  Study",  Records  Management  Quarterly,  July  1968, 
Vol.  2,  No.  3,  pgs.  29-36. 

The  questionnaire  was  then  compiled  and  field  tested  by  the  MSU 
Business,  Office  and  Distributive  Education  Department  members.   Revisions 
were  then  made.   (See  completed  questionnaire  in  Appendix  B,  page  50) 
Determination  of  Population 

It  was  originally  believed  that  a  random  sample  of  businesses  in 
Montana  could  be  compiled.   After  extensive  research  through  the  state 
department,  it  was  determined  that  no  master  list  of  businesses  in 
Montana  was  maintained.   No  state  office  could  supply  a  list  of  all 
active  businesses  in  Montana. 

Since  it  was  impossible  to  randomly  sample  all  businesses  in  Montana, 
an  alternative  was  designed  and  approved  by  Marion  Reed,  Consultant  for 
the  Office  Education,  Office  of  Public  Instruction,  Helena,  Montana. 

This  alternate  population  was  compiled  from  the  following  business 
lists: 

1.  Million  Dollar  Directory,  Vol.  II,  The  Middle  Market,  Dunn 

&  Bradstreet,  Inc.,  1979.   A  list  of  companies  registered  by 
county  in  Montana  consisting  of  234  businesses  in  Montana. 

2.  List  of  potential  employers  compiled  by  the  MSU  Cooperative 
Education  offices  consisting  of  112  businesses  located 
throughout  Montana. 

3.  List  of  registered  retail  businesses  in  Montana  obtained  from 
the  state  office  (excluding  bars,  farms  and  ranches,  beauty 
salons,  and  other  places  of  business  not  related  to  office 
employment).   This  list  consisted  of  180  businesses  located 
throughout  Montana. 


This  alternate  population  consisted  of  526  businesses.   Because  this 


population  is  not  a  random  sample  of  all  businesses  on  Montana,  only 
generalizations  can  be  made  to  the  general  business  population. 
Administration  of  Survey 

Two  mailings  were  completed.   The  first  was  March  18,1981  with  a 
follow  up  on  April  22,  1981.   A  total  of  229  surveys  were  returned  out 
of  the  526  for  a  43  percent  return.   Of  the  229  returned  surveys,  191 
were  deemed  usable. 

A  third  follow  up  was  not  completed  because  of  financial  and  time 
constraints. 

DATA  ANALYSIS 

The  survey  population  consisted  of  526  questionnaires  mailed  to 
Montana  businesses.   This  population  represented  a  cross-section  of  all 
types  of  businesses  employing  office  workers.   The  survey  population  was 
then  categorized  by  types  of  business  and  region.   Six  regions  were 
developed.   The  regions  were  defined  by  major  population  and  natural 
geographic  divisions.   (See  Appendix  D,  page  52)   Region  1  represented 
the  northwest  corner  of  the  state,  Region  2  represented  the  northcentral 
section  of  the  state,  Region  3  represented  the  northeastern  part  of 
Montana,  Region  4  included  the  southwest,  Region  5  represented  the  south- 
central,  and  Region  6  represented  the  southeastern  corner  of  Montana. 
Type  of  Business 

Of  the  191  usable  questionnaires,  Table  1  indicates  business  type 
distribution  by  this  survey  of  Montana  businesses.   Table  1  also  shows 
a  breakdown  by  region  of  the  various  types  of  business  found  in  this 
survey. 


Table  1.   Type  of  Montana  Businesses  Represented 
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The  findings  represent  29  major  business  categories  in  Montana  and 
were  accepted  as  a  valid  cross-section  of  the  businesses  in  Montana  employing 
office  workers. 
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Montana  businesses  employ  office  workers  from  all  ranks.   The  survey 
findings  revealed  that  Montana  business  consist  primarily  of  small  to 
medium  size.   Of  the  191  returns,  127  businesses  reported  employing  1-20 
employees.   Further  findings  are  represented  in  Table  2.   Of  the  19". 
businesses  surveyed,  13  were  operated  by  owners  and  no  other  office  workers 
were  employed. 


ible  3.   Number  of  Part-Time  Office  Workers 
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When  businesses  were  asked  to  identify  part-time  office  workers,  the 
majority  or  101  businesses  responded  1-5  workers  were  employed  on  a  part-time 
bases.   One  respondent  declared  625  part-time  workers  were  utilized.  This 
is  a  large  tourist  business  and  possibly  workers  other  than  office  personnel 
were  identified.  Table  3  summarizes  the  findings.  Of  the  191  businesses 
responding,  76  did  not  employ  part-time  office  workers. 


Table  4.   Anticipated  Need  of  full-time  office  workers  in  five  years 
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The  survey  findings  revealed  a  steady  upward  growth  pattern  for 
Montana  businesses.   Forty-four  businesses  reported  an  anticipated  need 
of  up  to  five  additional  full-time  office  workers  in  the  next  five  years 
representing  up  to  200  additional  office  employees.   Six  businesses 
reported  an  anticipated  need  of  91-200  additional  full-time  office  workers 
each  in  the  next  five  years.   Table  4  represents  the  survey  findings  and 
projection  by  region.   Thirty-five  businesses  did  not  anticipate  additional 
office  workers  in  their  five-year  forecast. 


rable  5.   Number  of  Men  and  Women  in  Nontraditional  Office  Positions 
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Businesses  were  asked  to  identify  the  number  of  men  in  office  positions 
traditionally  held  by  women  as  well  as  the  number  of  women  in  positions 
traditionally  held  by  men.   Of  the  191  businesses  included  in  this  survey, 
162  businesses  reported  no  men  were  employed  in  nontraditional  office  jobs 
and  115  businesses  reported  no  women  were  employed  in  nontraditional  office 
jobs.   However,  one  business  identified  20  women  were  employed  in  positions 
traditionally  held  by  men.   Financial  institutions  seem  to  be  lending  other 
businesses  in  promoting  nontraditional  positions  for  women.   Likewise  one 
business  also  identified  23  men  were  employed  in  nontraditional  office 
positions.   Table  5  summarizes  the  survey  findings  regarding  nontraditional 
office  positions  for  both  men  and  women. 


Table  6.   Does  Your  Firm  have  difficulty  in  obtaining  trained  office  personnel 
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51.4 

23 

Sometimes 

1 

0.5 

0 

0.0 

0 

0.0 

1 

4.5 

0 

O.C 

0 

0.0 

0 

No  response 

12 

6.3 

1 

6.7 

5 

7.1 

1 

4.5 

0 

0.0 

3 

8.6 

2 

TOTAL 

191 

100.0 

15 

100.0 

70 

100.0 

22 

100.0 

9 

100. C 

35 

100.0 

40 



Of  the  191  respondents,  87  businesses  stated  they  did  have  difficulty 
in  finding  trained  personnel.   However,  91  businesses  reported  they  did 
not  have  any  difficulty  in  finding  trained  personnel.   Twelve  businesses 
did  not  respond  to  this  question.   One  respondent  said  they  sometimes 
had  difficulty  finding  trained  office  personnel.   Table  6  shows  the  findings 
of  the  survey. 


Table   7.     The  Main 

Source 

!  Used 

to  Locate 

Job  Applicants 

11 

» 

US  PONS! 

TOTAL 
HUMBER 

TOTAL 
PERCENT 

TOTAL  NUMBER   BY   RECION 

i 

2 

3 

4 

5 

6 

» 

z 

i 

z 

t 

Z 

i 

Z 

f 

Z 

i 

r 

In-house 

21 

10.9 

i  2 

13.3 

9 

12.9 

0 

0.0 

0 

0.0 

6 

17.1 

4 

10.0 

Personnel 

I 

Department 

: 

Montana  Job 

46 

24.1 

,    0 

0.0 

3 

4.3 

1 

4.5 

1 

11.1 

2 

5.7 

2 

2.5 

Service 

Drop-In 

49 

25.7 

1    2 

13.3 

17 

24.3 

7 

31.8 

3 

33.3 

6 

17.1 

11 

27.5 

Applicants 

School 

9 

4.7 

1 

6.7 

9 

12.9 

0 

0.0 

0 

0.0 

6 

17.1 

5 

12.5 

Centered 

! 

Placement 

! 

Office 

Private 

21 

11.0 

1    4 

26.7 

15 

21.4 

9 

40.9 

5 

55.6 

8 

22.9 

8 

20.0 

Employment 

Service 

Other 

41 

21.5 

6 

40.0 

16 

22.9 

3 

13.6 

0 

0.0 

6 

17.1 

10 

25.0 

No  Response 

TOTAL 

i — —j 

4 

2.1 

1    o 

0.0 

1 

1.4 

2 

9.1 

0 

0.0 

1 

2.9 

0 

0.0 

191 

100.0 

!  15 

100.0 

70 

100.0 

22 

100.0 

9 

100.0 

35 

100.0 

40 

100.0 

Business  in  Montana  revealed  most  positions  were  filled  by  drop-in 
applicants.  The  next  most  popular  source  for  obtaining  personnel  was  the 
Montana  Job  Service.  Table  7  summarizes  the  findings. 

Businesses  reported  other  sources  used  to  locate  job  applications. 

Other  responses  included: 

newspaper  advertisements 

friends 

recruiting 

referrals  &  "Pirating" 

One  respondent  commented  that  the  Montana  Job  Service  does  a  very  poor  job 


Table  8.   Areas  in  which  entry-level  office  workers  needed  more  training 
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TOTAL  miMBM  BT   REGION 


I 

14 

3 

11 

11 

9 

13 

1 

2 

13 

15 

1C 

7 

16 

] 
L 


Typing  65 
Shorthand  24 
Human  Relations57 


Office 
Machines 


50 


Filing  45 

Bookkeeping  65 

Business  Law  18 

Business  Math  26 
Data  Processing53 

Spelling  64 
Gramme r 
Grooming 


Telephone 
Technique 


45 
35 
80 


Economics      17 
Word  Processing21 


34.0 
12.6 
29.8 
26.2 

23.6 
34.0 
9.4 
13.6 
27.7 
33.5 
23.6 
18.3 
41.9 

8.9 
11.0 


5 
1 
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3 

1 
5 
1 
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2 
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5 
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1 
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6.7  I  8 

33.3  22 

20.0  15 


27.1 
11.4 
31.4 
21.4 


6.7  18  25.7 

33.3  24  34.3 

6.7'  11  15.7 

6.7  j  15  21.4 

33.31  16  22.9 

13.3,  27  38.6 

I 

13.3,  15  21.4 

6.7!  12  17.1 

I 

33.3!  28  40.0 


13.3 


10.0 


6.7  11   15.7 


9 

5 

6 

10 

6 
10 
3 
3 
7 
6 
7 
5 
9 

3 
2 


40. S  6 

22.7  3 

27.3  2 

45.!  2 

27.  i  3 


66.7 
33. 

22. 
22. 


12  34.3 

4  11.4 

11  31.4 

9  25.7 


45.1 

13. € 


13. 
9. 


13. 1  0 

31JS  2 

26.:i  5 

31.  II  4 

22.;'  4 

40. 9  5 


33.  -I  8  22.9 

22.2  11  31.4 

1  2.9 

0A  5  14.1 

22.i  10  28.6 

55.(1  9  25.7 

44. a  7  20.0 

44. a  6  17.1 

55.h  17  48.6 


0. 

0. 


0 


0 


4  11.4 
3   8.6 


Businesses  were  asked  to  identify  those  areas  in  which  they  perceived 
that  entry  level  office  workers  needed  more  training.   Telephone  techniques 
was  most  often  identified  as  an  area  in  which  entry  level  office  workers 
needed  more  training.   Next  on  the  list  was  typing,  followed  by  bookkeeping 
and  spelling.   Table  8  presents  the  findings  as  reported  by  191  businesses 
in  Montana.   These  businesses  could  identify  more  than  one  area.   Because 
of  this,  each  response  represents  the  number  and  percent  answering  "yes" 
based  on  191  responses  (i.e.  65  of  the  191  or  34.0%  of  all  businesses 
responding  felt  that  office  workers  needed  more  training  in  typing) . 
"No"  responses  are  not  indicated  on  the  table  since  the  "yes"  responses  were 
the  most  important. 


Table  9.   Typewriters  Used  in  Montana  Businesses 
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TOTAL  TOTAL 

KUWBER  PERCENT 


Manual 
Typewriter 

Electric 
Typewriter 

Word 
Processing 

Text-editing 
Equipment 

Other 


45  23.6 


158  82.7 


20  10.5 


5   2.6 


22  11.5 


TOTAL  NUMBER  BY  REGION 


*  X 


1  1     6.7 


i         i 


16   22.9 


12    80.0  I  57   81.4 


6.7  '  7   10.0 


0     0.0   1    1.4 


3    20.0  j  6    8.6 

I 


♦    i 


8    36.4 


19    86.4 


9.1 


0     0.0 


9.1 


f      z 


3   33.3 


8   88.9 


0    0.0 


0    0.0 


1   11.1 


9   25.7 


29   82.9 


3    8.6 


1    2.9 


6   17.1 


8  20.0 


33  82.5 


7  17.5 


3   7.5 


4  10.0 


This  survey  asked  businesses  to  specify  which  typewriters  were  used 
in  their  offices.  The  findings  were  that  electric  typewriters  were  most 
used  by  businesses  followed  by  manual  typewriters.  Table  9  summarizes  the 
survey  responses.  Other  responses  included  electronic  typewriter,  IBM 
memory,  and  self-correcting  Selectric.  Again,  this  table  only  includes 


"yes"  responses, 


Table  10.   Brandname  of  typewriter  most  often  used  by  Montana  Businesses 
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1 
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3 

33.3 

2 
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0 
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17 
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0 
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3 

4.3 

2 

9.1 

1 

11.1 

6 

17.1 

5 

Royal 

11 
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1 
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6 

8.6 

1 

4.5 

0 

0.0 

0 

0.0 

3 

IBM 
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8 

53.3 

35 
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9 

40.9 

3 

33.3 

21 

60.0 

24 

Remington 
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5.2 
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4 
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1 

4.5 

1 

11.1 

1 

2.9 

2 
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0.0 
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1 

4.5 

0 

0.0 

0 

0.0 

0 

Olivetti 

10 

5.2 

o 

0.0 

3 

4.3 

1 

4.5 

1 

11.1 

3 

8.6 

2 

Other 

24 

12.6 

4 

I 

26.7 

10 

14.3 

5 

22.7 

0 

0.0 

2 

5.7 

Z 

No  Response 

5 
191 

2.6 

1 

6.7 

2 

2.9 

1 

4.5 

0 

0.0 

» 

0.0 

] 

TOTAL 

100.0 

t 

15 
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70 
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22 
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9 

100. d     35 
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4C 

When  businesses  were  asked  to  indicate  the  brandname  of  typewriters 
used  most  often  by  their  offices,  the  IBM  typewriter  was  identified  by  most 
Montana  businesses.   Table  10  reveals  the  survey  findings.   Other  responses 
included  Facit,  Smith-Corona,  and  Underwood. 


Table  11.   Brandname  of  Text  Editing  Equipment  Used  by  Montana  Businesses 
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f       X 

3 

t               X 

i 

1               X 

5 

i 

X 
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X 
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9   100.0 

31 
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12    6.3 
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3 
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4 
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I 
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0     0.0 

0 

0.0 

0 
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Xerox 
Bowne 
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0 

0.0 
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i                  ■ 
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0 

0.0 

0 
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0     O.Ol  0    0.0 
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0 

0.0 

0 

0.0 

}ume 
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0 

0.0 

0 
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6    3.1 

1   0     0.0;  3    4.3 
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0 

0.0 

2 
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5    2.6 

! 

1   0     0.0 

1    1.4 

1    4.5 
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1 

1.9 

2 

5.0 

191  100.0 

|  15  100.0 

70  100.0 

22  100.0 

9  100.0 

35  100.0 

40 

100.0 

Table  11  summarizes  the  brandname  of  text-editing 

equipment  used  most 

often  by  Montana  businesses.   Again,  IBM  text-editors  were  used  most  by 

Montana  businesses  utilizing  text-editing  equipment.   Other  responses 

included  CPT  and  Northwest.   It  must  be  noted  that  the 

164  of  the  191 

businesses  reported  no  text-editing  equipment  was  used 

in  their  offices 

Table  12.   Special  Typewriters  Used  by  office  workers 
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Not  Used 

Electronic 
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90  47.1 
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11  5.8 

Phototypesetter  0  0.0 
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Self-correcting80  41.9 

Other          10  5.2 
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I 

I 
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33.3  34  48.6 
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3 
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0 
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33.3 
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0.0 
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0  0.0 
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44.4:  19  54.3 


Q-°l   1 


2.9 


21 

4 

3 
0 
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11 
4 


Table  12  summarizes  the  kinds  of  special  typewriters  used  in  those 
Montana  businesses  responding  to  the  survey.  Other  responses  were  CPT , 
Mag  Card,  and  Memory.    Only  yes"  responses  are  included  on  the  table. 
Table  13.   Letter  Style  Used  most  often  in  the  office 
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TOTAL  KUMBER  BT   REGION 


Block 

AMS  Simplified 
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with  Block 
Paragraphs 
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with  Indented 
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108  56.5 

4  2.1 

26  13.6 

41  21.5 
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4.2 


0 
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33.3   12 


0.0  !  1 
13.3  !  3 


17, 


1.4 
4.3 
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0.0 
0.0 


191   100.0 


15   100.0  !  70  100.0 
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0.0 

11.1 

22.2 

0.0 

0.0 
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1  2.9 

2  5.7 

7  20.0 


22 
2 

4 

10 


2       5.7 

1 

2        5.7 

1 

35   100.0 

40 

r 


Respondents  indicated  that  the  Block  Style  letter  was  used  most  by 
Montana  businesses.   Table  13  reveals  findings  of  the  survey.   Other 
responses  included  (1)  all  lines  begin  at  left  margin  and  closing  begins 
at  center,  and  (2)  plan  to  change  in  near  future  to  block  style  (previously 


Table  14.   Placement  of  Date  Line  on  Business  Letters 
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: 
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3 
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1 
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0 

0.0 

4 
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2 
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No  response 

■ 
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7 
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2 
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4.5 

0 

0.0 
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2 

5.0 
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9 

100.0 

35 

100.0 
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Of  the  191  Montana  businesses  surveyed,  83  reported  that  the  date  line 
on  business  letters  always  begins  on  the  same  line.   Seventy-four  businesses 
indicated  the  length  of  the  letter  determines  placement  of  the  dateline  on 
business  letters.  Other  responses  included  (1)  depends  on  placement  of 
letterhead,  and  (2)  who  cares.  Table  14  reports  the  findings, 
'able  15.  Determination  of  Margins  of  Business  Letters 
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0.0 
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0 

0.0 
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Businesses  were  asked  how  office  workers  determine  the  margins  on 
business  letters.   Ninety-seven  of  the  191  respondents  indicated  margins 
were  determined  by  length  of  the  letter.   Sixty-eight  reported  standard 
margins  of  a  60  space  line  were  used  for  all  business  letters.   Table  15 
summarizes  the  findings.   Other  responses  included  (1)  so  that  the  margin 
lines  up  with  letterhead,  and  (2)  it  is  not  important. 


Table  16.   Method  of  Correction  Used  most  often  on  correspondence  to  be  sent  out  of 
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40 

Most  Montana  businesses  surveyed  reported  that  the  most  often  used 
method  of  correction  on  correspondence  to  be  sent  out  of  the  office  was 
the  correction  function  on  the  typewriter.   Table  16  shows  the  survey 
findings.   Other  responses  were  (1)  a  good  typist  knows  how  to  correct  a 
carbon  copy,  (2)  correction  tape  cartridge,  (3)  use  of  text-editing  equip- 
ment, and  (4)  retypes. 


Table  17.   Information  Processing  Required  of  office  workers 
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24 

60.0 

Mimeograph            27 

14.1 

;     o 

0.0 

13 

18.6 

3 

13.6 

2 

22.2 

3 

8.6 

6 

15.0 

stencils 

i 

Spirit  "ditto"     9 

4.7 

o 

0.0 

3 

4.3 

2 

9.1 

1 

11.1 

1 

2.9 

2 

5.0 

nasters 

i 

Dffset  masters   16 

8.4 

!     1 

6.7 

8 

11.4 

1 

4.5 

0 

0.0 

3 

8.6 

3 

7.5 

Preprinted          116 

60.7 

'      8 

53.3 

48 

68.6 

14 

63.6 

4 

44.4 

19 

54.3 

23 

57.5 

forms 

i 

financial            139 

72.8 

I    10 

66.7 

53 

75.7 

16 

77.3 

9 

100.0 

25 

71.4 

25 

62.5 

reports 

i 
i 

financial              91 

47.6 

!      9 

66.0 

31 

44,3 

8 

36.4 

6 

66.7 

16 

45.7 

21 

52.5 

reports  with 

1 

:ables 

! 
1 

lanuscripts          42 

22.0 

1 

i      3 

20.0 

18 

25.7 

1 

4.5 

2 

22.2 

8 

22.9 

10 

25.0 

lanuscripts          27 

14.1 

j      1 

6.7 

11 

15.7 

2 

9.1 

2 

22.2 

4 

11.4 

7 

17.5 

fith  footnotes 

1 

informal              140 

73.3 

:   9 

66.0 

57 

81.4 

16 

72.7 

6 

66.7 

27 

77.1 

25 

62.5 

Reports 

i 

» 

temorandums        153 

80.1 

1  10 

j 

66.7 

60 

85.7 

15 

68.2 

9 

100.0 

27 

77.1 

32 

80.0 

Businesses  in  Montana  were  asked  to  identify  kinds  of  correspondence 
and  information  processing  required  of  office  workers.   Memorandums  were 
listed  as  the  kind  of  correspondence  most  required  of  office  workers, 
followed  by  financial  reports  and  carbon  copies.   Business  were  asked  to 
identify  all  kinds  of  information  processing  required  of  office  workers. 
Table  17  identifies  responses  of  Montana  businesses  surveyed.   Only  yes 
responses  are  included  on  the  table. 


Table  18.        Quantity  of   Equipment   currently  used    in  Montana   business,    the   frequency 
of   use,    and  the   five-year   projections. 


Equipment  Now  Available 

*0-no  response;  1-20%  usage;  2-40%  usage;  3-60%  usage;  4- 
constant  use;  6-constant  use 

-80% 

usaj 

?e;  . 

5-approaches 

Total 
Number 

Frequency  of  Dai 

-ly  Use* 

Anticipated 

Need 
in  Five  Year 

Aval lable 

0 

1 

2 

3 

4 

5 

6 

Adding  Machines 
Addressing  Machines 
jBookkeeping  Machines 

126 

8 

14 

14 

27 

29 

15 

19 

79 

16 

0 

7 

2 

1 

1 

1 

4 

11 

36 

1 

6 

7 

2 

5 

5 

10 

18 

!Calculators 

j   Rotary 

Mechanical  Printing 
[  Electronic  Printing 

Electronic.  Nonprinting 
iComplometers 
Copy  Machines 
Dictating  Machines 
Dictating/Transcribing  Mach. 

8 

3 

3 

0 

0 

0 

32 

4 

5 

8 

3 

6 

2 

4 

17 

110 

3 

11 

15 

20 

31 

14 

16 

74 

49 

2 

10 

11 

7 

9 

5 

5 

27 

1 

0 

0 

0 

0 

0 

1 

0 

0 

145 

6 

21 

30 

27 

20 

19 

22 

93 

76 

14 

19 

16 

13 

3 

4 

7 

48 

51 

11 

10  ill 

13 

3  j 

^L 

2 

30 

Duplicators 

Fluid 

Stencil 

Offset 

10 

1   '5  1  0  |  2 

0 

1 

1 

6 

10 

0   5   2   1 

1 

0 

1 

6        i 

1  1  6  1  2  1  2 

1 

0 

0 

7 

Micro f  i lm 

1; 

Microfilm  Reader 
Microti lm  Camera 

Rotary 

Step-by-Step 
Microfilm  Dev.  Equip. 

2  1  11 

54 

23 

3 

9 

4 

5 

1 

0 

1 

18 

7 

0 

3 

1 

0 

0 

0 

3 

4 

4 

1 

1 

1 

1 

0 

0 

0 

5 

Text-Ed  i  t  ing  Equipment 

Standalone  Mechanical 

Standalone  Display 

Printers 

Electronic  Typewriters 

Shared  Logic  System 
Transcribing  Machines 
Typewriters 

Manual 

Electric 

Proportional  Spacing 

Phototypeset ter 

Self-Correct  ing 

Composer 

1 

0 

0 

0 

0 

0 

^H 

0 

1 

6 

3 

0 

0 

0 

0 

3 

0 

4 

9 

3 

1 

1 

0 

1 

2 

1 

9 

23 

4 

0 

4 

1 

2 

3 

9 

16 

3 

0 

0 

0 

0 

1 

2 

0 

6 

7 

C 

3 

2 

1 

1 

0 

0 

6 

74 

20 

22 

11 

13 

1 

2 

5 

33 

134 

11 

25 

20 

19 

24 

15 

20 

85 

4 

0 

1 

0 

1 

0 

1 

1 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

55 

0 

1 

8 

9 

14 

10 

13 

39 

1 

0 

1 

0 

0 

0 

0 

0 

1 
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Table  18 
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Office  Machines  used  by  Montana  Businesses  Surveyed 

Tables  19  through  26  show  equipment  brands  used  by  respondents  for 
calculators,  duplicators,  and  photocopiers.   Businesses  were  asked  to 
indicate  all  brands  used  in  the  office.  For  this  reason  businesses  would 


be  checking  more  than  one  response.  Also  for  this  reason  "yes"  responses 
are  only  listed  on  tables, 
ftble  19.   Brands  of  Ten-Key  Adding  Listing  Machines  Used  by  Respondents. 


J   response 


TOTAL     TOTAL 
NUMBER    PERCENT 


TOTAL  NUMBER  BY  REGION 


21 


ler 
Brroughs 
rmes 


! 


i 


nroe 
ivetti 
ctor 
her 


13 

46 

5 

37 
30 
41 
23 


6.8 
24.1 
2.6 
19.4 
15.7 
21.5 
12.0 


I  0 
i  4 
i  0 

F 

I  2 
1 

i  2 

i 
2 


26.7 


0 


20 


13.3  12 

6.7  17 

13.3  18 

13.3  til 


11.4 
28.6 
1.4 
16.1 
24.3 
25.7 
13.7 


13.6 
31.8 

9.1 
31.8 
i3.6 

7.7 
13.6 


11.1 
33.3 
11.1 
22.2 
II. 1 
11.1 
22.2 


2.9 
11.4 

0 
14.3 
11.4 

8.6 

5.7 


.0   0 

8  20.0 
1   2.5 

9  22.5 
4  10.0 

11  27.5 
3   7.5 


-her  responses  included 


- 


Canon,  Facit,  National,  NCR,  Olynjpia,  Rockwell,  Royal, 
Singer,  and  Unitex. 


Sharp 


1 


- 


Table   20. 

Brands   l 

if   Electronic   Calculators    (printing  and   display)    usee 

I  by 

Respondents. 

• 

* 

TOTAL 
WUKBER 

TOTAL 
PERCENT 

TOTAL  DUMBER  BY   REGION 

1 

1                      1                      2 
1                I                          IX 

1               X 

4 
1                t 

5 
#                I 

Canon 

24 

12.6 

3        20.0    !    8        11.4 

i 

7        31.8 

0          0 

2           5.7 

4 

Monroe 

62 

32.5 

3        20.0    J23        32.9 

7        31.8 

3        33.3 

11        31.4 

15 
3 

Rockwell 

12 

6.3 

1 
'00            7        10.0 

i 

1          4.5 

0          0 

1          2.9 

Sharp 

62 

32.5 

1 
:      3        20.0     25        35.7 

7        31.8 

5        55.6 

15        4Z.9 

7 

Texas 

52 

27.2 

3        20.0     lb        25.7 

7        31.8 

1        11.1 

11        13.4 

12 

Instrument 

Victor 

49 

25.7 

■      2        13.3     19        27.1 

5        22.7 

2        27.2        5        14.3 

i 

16 

*0ther 

41 

21.5 

6        40.0    '14        20.0 

4        18.2 

2        22.2 

5        14.3 

10: 

*0ther  responses   inc 

:luded: 

Adler,    Burroughs,    CasLo,    Citizen, 
j   Hewette  Packer,    IBM,    .itronix,   L] 

Friden,    Ftionol, 
.oyd,   Middal   Olivetti, 

Olympia,   Olypmic,    Rad 

Lo  Shack,   Ricomatic,   Royal,    SCM, 

Sanyo,    Sears,    TEA,   Te 

si,   TCA,   Toshiba,   and  Unisonic. 

Table  21.   Additional  Calculating  Machines  used  by  Respondents 


* 

TOTAL 
RVMBER 

TOTAL 

PERCENT 

TOTAL  NUMBER  BT   RECION 

# 

X 

i 

2 

I 

i 

3 

X 

f                X 

i 

5 

X 

Comptometer 

3 

1.6 

1 

6.7 

0 

0 

0 

0 

2        22.2 

0 

0 

c 

Full   Key 

33 

17.3 

.     4 

26.7 

13 

1«.6 

5 

22.7 

1        11.1 

5 

14.3 

i 

Adding 

1 

Rotary 

10 

5.2 

1 

6.7 

6 

8.6 

0 

0 

0          0 

1 

2.0 

r 

Calculator 

Key  Driven 

11 

5.8 

,      1 

6.7 

5 

7.1 

0 

0 

0          0 

2 

~5.e 

. 

Calculator 

or 


:; 


ii 

ible   22,      Brands   of   Transcribers   used   by 

Respondents 

: 

23 

-1' 

„.„„,,                               TOTAL            TOTAL 
**STONSf                          HUMBER         PERCENT 

,                                                                                                                                TOTAL  HUMBER   BY    RECION 

1                                                                                                                                                                                            ._                                                      ■ 

f 

1          1 

X                        1 

2 

X 

3 
1                X 

4 
f                X 

i 

s 

X 

6 

Lctaphone         40         20.9 

3 

20.0    115 

21.4 

7        31.8 

1             11.1 

4 

11.4 

10     25.0 

iison                     1               . 5 

i     0 

o      !  1 

1.4 

0          0 

0         0 

0 

0 

0        0 

BM                        15            7.9 

'     2 

13.3    1    6 

1 

8.6 

2          9.1 

0          0 

2 

5.7 

3        7.5 

arelco                28          14.7 

|     2 

13.3    :13 

18.6 

2          9.1 

2        22.2 

4 

11.4 

5     12.5 

. 

ony                        4            2.1 

0 

0            2 

2.9 

1          4.5 

0          0 

0 

0 

1        2.5 

] 

ther:                     7            3.7 

0 

0            3 

4.3 

0          0 

0          0            2 

5.7 

2        5.0 

Lanier 

f 

....  — 

J 

'able  23.      Brands  of   Spirit  Duplicators  used  by  Respondents. 

*— — — — " — -■ 

TOTAL            TOTAL 
KSPONSE                            HVKBER          PERCENT 

1 

t 

i 

i              * 

i       ' 

X 

TOTAL  HUMB1 

3 
*                X 

!R  BT  REGION 

4 
f                X 

i 

5 

X 

6 
*                X 

V.B.    Dick              9            4.7 

2 

13.3    j    2 

2.9 

2          9.1 

1             11.1 

0 

0 

2        5.0 

John  Rex                0            0 

0 

0            0 

0 

0          0 

0        o 

0 

0 

0        0 

Ditto                      3            1.6 

i      0 

0        I    1 

1.4 

1          1.4 

0         0 

0 

0 

1        2.5 

ieyer                      0            0 

!    o 

0         o 

0 

0         0 

0         0 

0 

0 

0        0 

Roneo  Vickers      2            1.0 

o 

0            2 

2.9 

0          0 

0         0 

0 

0 

0        0 

( 

Other:                      3            1.6 

0 

0            2 

2.9 

1          4.5 

0         0 

0 

0 

0        0 

Minolta 

1 

Sharp 
Standard 

i 

- 

4=- 

ible   24.      Brands   of  Mimeograph 

Machines  u 

sed  by  Respondents. 

ksponse                   T0™;      „TO™;T 

NUMBER           PERCENT 

TOTAL  HUMBER  BY  REGION 

1 

i 

X                        t 

2 

X 

3 
#                X 

1               X 

i 

5 

X 

6 
1                 X 

B.    Dick              7            3.7 

0 

1 

0        |    3 

4.3 

1          4.5 

9          9 

i 

2.9 

2        5.0 

)hn  Rex                0            0 

0 

0            0 

j 

0 

0          0 

0         0 

0 

0 

0        0 

jyer                       0            0 

1 

0 

0            0 

0 

0          0 

0         0 

0 

0 

0        0 

meo  Vickers     1               . 5 

1      0 

0            0 

0 

0          0 

0          0 

0 

0 

1        2.5 

;her:                      7            3.7 

0 

0            3 

4.3 

1          4.5 

1       11.1 

1 

2.9 

1        2.5 

Gestetner 

T 

Table  25.   Brands  of  Offset  Machines  used  by  Respondents 


TOTAL 


TOTAL 
PERCENT 


A.B.Dick 
AFT 

Bohn  Rex 
Davidson 
Gestetner 


TOTAL  RTMBER  BY   REGION 


0 
0 
0 

2 


Other:  3 
Addressograph/ 
Multilith 


2.6 

0 

0 

0 

1.0 

1.6 


0 
0 
0 
0 
0 
0 


0 
0 
0 
0 
0 
0 


3 
0 
0 
0 

1 

2 


4.3 

0 

0 

0 

1.4 

2.9 


0 
0 
0 
0 
0 
0 


0 
0 
0 
0 
0 
0 


0 
0 
0 
0 
0 
0 


0 
0 
0 
0 
0 
0 


Table  26.   Brands  of  Photocopiers  used  by  Respondents. 


TOTAL  TOTAL 

RUMBEA  PERCENT 


Canon 

Eastman 
Kodak 

IBM 

3M 

Toshiba 

Xerox 

Savin 

*0ther 


7 
3 

23 
25  : 
6 
25 
53 
52 


3.7 
1.6 

12.0 
13.1 
3.1 
13.1 
27.7 
27.2 


*0ther  responses  include: 


TOTAL  RUHBER  BT   REGION 


0 
0 

1 

4 
0 
1 
6 
0 


0 
1.4 


I 


6.7  .9  12.9 

26.7  8  11.4 

0  2  2.9 

6.7  12  17.1 

40.0  'l9  27.1 

0  !23  32.9 


A  B  Dick,  Acjler,  Apeco 
Pitney-Bowes,  SCM,  Sa 


7 
2 

1 
5 
4 
1 
3 
4 


31.8 
9.1 

4.5 
22.7 
18.2 

4.5 
13.6 
18.2 


,  Fox,  Mino 
,  Sharp, 


xon 


0 
0 

6 
3 
0 
0 
3 
2 


0 
0 

11.1 
33.3 

0 

0 
33.3 
27.2 


0 
0 
0 
0 
0 
1 


0 
0 
0 
0 
0 
2.9 


24 


2 
0 
0 
0 
1 
0 


3 

8.6 

2 

5.7 

0 

0 

5 

14.3 

11 

31.4 

10 

28.6 

ta,  Mita, 
nd  York. 


(JlCE,  Olivetti, 


0 
0 

8 
3 

0 

6 

11 


! 

25 

Filing  and  Records  Management  Tasks  Required  of  Office  Workers 

;ement 

The   following  section  indicates   the   filing  and  records  manag. 

responsibilities  of  entry  level  office  workers  and  clerical  personnel 

as  identified  by  respondents. 

Tables   27  and  28  indicate   filing   tasks  required  of   entry  level 

office  workers. 

: 

Table   27.      Number  of  Business  Respondents   that  Assign  Filing  Tasks   tc 

Entry  Level 

Office  Workers 

<> 

OSPOHSt                            TOTAL           TOTAL 
IfUrlBER          PERCENT 

TOTAL  NUMBER  BT   RECION 

!                          1 

2 

3 

4 

5 

6 

i                 '                 X 

1               X 

♦               X 

1               X 

t                X 

1                 X 

Yes 

156       85.7 

111          73.3 

57         81.4 

15        68.2 

8     88.9 

33       94.3 

32     80.0 

■ 
No 

TOTAL 

26        14.3 

14          26.7 

13         18.6 

7        31.8 

1     11.1 

2          5.7 

8     20.0 

182     100.0 

| 15        100.0  '  70        100. C 

22     100.0 

9   100.0 

35     100.0 

40  100.0 

Table   28.      Records  management   tasks   required   of   entry-level  office  workers   by 

respondents. 

nspoNSE                  TOTAL       TOTAL 

IIUHBER         PERCENT 

TOTAL  NUMBER  BY   REGION 

1 

2 

3 

4 

5 

6 



>               X 

*                X 

1              X 

f                X 

#                 X 

1                X 

JLndex               '  112        71.8 

8          72.7 

44        77.2 

8        53.3 

5        62.5 

21       63.6 

26     81.3 

bode                       73       46.8 

9          81.8 

29        50.9 

6       40.0 

3        37.5 

11        33.3 

15     46.9 

Sort                    127        81.4 

10       90.9    |47        82.5 

11        73.3 

5        62.5 

25        75.8 

29     90.6 

1 

Retrieve            114        73.1 

9        81.8     38        66.7 

9        60.0 

5        62.5 

24        72.7 

29     90.6 

:harge  Out          56        35.9 

3        27.3      25        43.9 

8       53.3 

1        82.5 

9        27.3 

10     31.3 

3ross                    78        50.0 

7        63.6      34        59.6 

7        46.7 

3        37.5 

10        30.3 

17     53.1 

Referencing 

| 

( 

! 

Other:                      3          1.9 

0          Oil          1.8 

1          6.7 

0          0 

0          0 

1       3.1 

Alph/Numeric 

. 

i 

Table  29.   Filing  systems  used  by  respondents. 


TOTAL 

NUMBER 

TOTAL 
rex CENT 

j 

TOTAL  NUMBER  BY 

REGION 

i 

2 

3 

4 

5 

i 

X 

# 

X 

i 

X 

i 

X 

i 

X 

Alphabetic 

161 

84.3 

;   11 

73.3 

61 

87.1 

19 

86.4 

6 

66.7 

28 

80.0 

31 

Alpha- 

53 

27.7 

4 

26.7 

19 

27.1 

6 

27.3 

1 

11.1 

8 

22.9 

1! 

Numeric 

Geographic 

16 

8.4 

2 

13.3 

5 

7.1 

1 

4.5 

0 

0 

3 

8.6 

c 

Numeric 

101 

52.9 

10 

63.7 

38 

58.3 

11 

50.0 

5 

55.6 

18 

51.4 

1< 

Subject 

60 

31.4 

4 

26.7 

21 

30.0 

4 

18.2 

1 

11.1 

13 

37.1 

11 

Chronologica 

1   50 

26.2 

5 

i 

33.3 

16 

22.9 

4 

18.2 

3 

33.3 

9 

25.7 

13 

Table  30.   Filing  storage  equipment  used  by  respondents. 


»    ■      -■    ■                     

TOTAL 
NUMBER 

TOTAL 
PERCENT 

TOTAL  NUMBER  BY  REGION 

1 

t 

2 

3 

* 

5 

#                X 

* 

X 

»                X 

i 

X 

i 

X 

Traditional 

170 

89.0 

i 

15      100.0 

i66 

1 

94.3 

14 

63.6 

8 

88.9 

29 

82.9 

38 

Microform 

75 

39.3 

6          40.0 

'30 

i 

42.9 

11 

50.0 

6 

66.7 

9 

25.7 

13 

Open  shelf 

107 

56.0 

10        66.7 

!43 

61.4 

11 

50.0 

5 

55,6 

15 

42.9 

23 

Lateral 

52 

27.2 

5        33.3 

20 

28.6 

4 

18.2 

3 

33.3 

10 

28.6 

10 

— - 

Tables   29 

and    '. 

f-       — i  —    -  -  -  - — ■ — — — 

JO  show  the 

filing  syste 

ms 

and  stor 

age 

units   used 



by  respondents.   Alphabetic  systems  are  used  by  the  overwhelming  majority 

of  businesses  responding.   While  most  of  the  respondents  still  use  the 

traditional  storage  cabinets,  it  was  enlightening  to  find  that  107  or 

56.0  percent  of  the  191  responding  are  now  using  open  shelf  files. 
Only  "yes"  responses  are  indicated  on  the  tables. 


I  Implement 
System 


Table  31.   Duties  expected  of  clerical  personnel  as  reported  by  respondents, 


USPONSE 
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TOTAL  TOTAL 

NUMBER  PERCENT 


Maintain 

Retention 

Schedules 

Establish 

Active 

Records 

Establish 
Retention 
Schedules 

Determine 

•best" 

system 

J Lnventory 

Active 
1  lecords 

laintain 
'entral 
Jtorage 
S.rea 

implify 
filing 

lew  Filing 
rocedures 

Evaluate 

resent 

ystem 

icrof ilming 
rocedures 

ecord 
estruction 

quipment 
eeds 

easure  Work 
roduction 

elect 
quipment 


107   56.0 


124   64.9 


122   63.9 


71   37.2 


97   50. 


68   35.6 


TOTAL  NUMBER  BT  REGION 


I  2 

1 *  t  I 


7   46.7  '40   57.1 


9   60.0  !45   64.3 


7   46.7  45   64.3 


5   33.3  ,24   24.3 


6   40.0  .35   50.0 


6   40.0  25   35.7 


*  x 


129   67.5 


126   66.0 


99   51. 


87   45.5 


32   16. 


59   30.9 


9   60.0  147   67.1  13   59.1 


12   54.5 


13   59.1 


12   54.5 


7   31.8 


11   50.0 


7   31.8 


5   55.6 


7   77.8 


7   77.8 


5  b 

t  X  IT 


21   60.0 


23   65.7 


26   74.3 


74 

38.7 

24 

12.6 

71 

37.2 

7   46.1  51   72.9 


7   46.1  ,51   52.9 


7   46.7   33   47.1 


1    6.7   9   12.9 


2   13.3  23   32.0 


6   40.0  25   35.7 


11   73.3 


6   40.0 


6    8.6 


25   35.7 


11   50.0 


9   40.9 


10   45.5 


7   31.8 


10   45.5 


8   36.4 


4   18.2 


7   31.8 


5   55.6  14   40.0 


6   66.7   17   48.6 


4   44.4 


22  55.0 


27   67.5 


25   62.5 


16  40.0 


22  55.0 


11   31.4  15   37.5 


6   66.7 


5   55.6 


4   44.4 


1   11.1 


2   22.2 


24   68.6 


22   62.9 


19   54.3 


16   45.7 


5   14.3 


2   22.2   12   34.3 


2   22.2 


6   66.7 


16   45.7 


30   74.0 


30   75.0 


23  57.5 


20  50.0 


8  20.0 


10  25.0 


17  42.5 


7   20.0   7   17.5 


3   33.3     13   37.1 


7   17.5 


Table  31  (Continued).   Duties  expected  of  clerical  personnel  as  reported  by 

Respondents. 


»ci>n>ie>             TOTAL 

TOTAL 
PJRCT1T 

TOTAL  NUMBER  »Y  RZCION 

tts,,0H"        nraeo 

i 

« 

2 

I 

3 

<          z 

1       X 

i 

5 

Writing 
Filing 
Procedures    22 

11.5 

2 

13.3 

i 
8 

11.4 

1 

4.5 

1  11.1 

4 

11.4 

t 

Office 
Arrangement   69 

36.1 

6 

• 

40.0 

25 

35.7 

4 

18.6 

3   33.3 

14 

40.0 

i: 

Reports  on 
Filing 
Activities    22 

11.5 

2 

13.3 

10 

14.3 

2 

9.1 

2   22.2 

3 

8.6 

Formulating 

Form 

Procedures    53 

27.7 

j  3 

20.0 

22 

! 

31.4 

3 

13.6 

1   11.1 

10 

28.6 

u 

Specifications 
of  forms      68 

35.6 

5 

33.3 

• 

29 

41.4 

3 

13.6 

2   22.2 

14 

40.0 

if 

Forms  control  49 

25.7 

4 

26.7 

22 

31.4 

2 

9.1 

1   11.1 

8 

22.9 

i: 

Writing  a 
Policy  Manual  19 

9.9 

3 

20.0 

9 

12.9 

14 

63.6 

1   11.1 

2 

5.7 

i 

Mail 

Distribution 
Procedures    83 

43.5 

1 
5 

33.3 

33 

1 

47.1 

7 

31.8 

3   33.3 

15 

42.9 

2( 

Form 
Distribution  54 

28.3 

1 
i   2 

13.3 

< 

1" 

32.9 

3 

13.6 

1   11.1 

11 

31.4 

1/ 

Microfilm 
Operations    14 

7.3 

;   o 

0 

I 
1 

■    5 

7.1 

1 

4.5 

2   22.2 

2 

5.7 

I 

Quality 
Controls      58 

30.4 

2 

13.3 

i 

21 

32.0 

2 

9.1 

2    22.2 

16 

45.7 

i: 

Correspondence 
Standards     78 

40.8 

6 

40.0 

31 

44.3 

6 

27.3 

6   66.7 

13 

37.1 

n 

Training 
Personnel     42 

22.0 

2 

13.3 

i 
1 18 

■j 

25.7 

3 

13.6 

5   55.6 

6 

17.1 

i 

Table  31 

shows 

the 

duties 

related  to  records  management  that  clerical 

personnel  are 

expect 

ed  to  perform  as 

reported 

by  respondents.   Again, 

since 

respondents  could  ch 

leek 

more  than  one  response 

,  only  "yes"  responses 

are 

indicated  on 

the  tal 

tie. 

This  table  : 

Lndicates 

that  clerical  personnel 

.  in 

Montana  are  e 

xpectec 

[  to 

perform 

a  wide  vari 

ety 

of  reco 

rds  managem 

ent 

tasks . 

Table  32.   Number  of  Montana  Business  Respondents  that  Require  Shorthand  in 
Office  Positions. 
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1 

HSMNSt 

TOTAL 

NUMBER 

TOTAL 

PERCENT 

i 

TOTAL  NUMBER  BY  REGION 

i 

# 

2 

Z 

i 

3 

X 

4 
f                X 

i 

s 

X 

$ 

6 

X 

Secretary 

45 

23.6 

< 
■     1 

6.7 

20 

28.6 

5 

22.7 

4        44.4 

7 

20.0 

8 

20.0 

Private 

/ 

Executive 

j 

Secretary 

47 

24.6 

3 

20.0 

21 

30.0 

3 

13.6 

3        33.3 

7 

20.0 

10 

25.0 

i 

Clerk/Typist 

5 

2.6 

|     1 

6.7 

3 

4.3 

0 

0 

0         0 

0 

0 

1 

2.5 

Receptionist 

4 

2.1 

0 

0 

1 

1.4 

0 

0 

0         0 

1 

2.9 

1 

2.5 

Not  Required 

81 

42.4 

7 
i 

46.7 

29 

41.4 

11 

50.0 

4       44.4 

15 

42.9 

15 

37.5 

Table  32  reveals  that  42.4  percent  of  the  businesses  responding  to 
this  survey  have  indicated  that  shorthand  is  not  a  requirement  for  their 
office  personnel.   But,  shorthand  is  still  required  for  positions  as 
secretary  and  private  executive  secretary  by  at  least  23  percent  of  the 
businesses  responding.  This  table  indicates  only  "yes"  responses. 
Table  33.      Methods  of  Origination  Used  in  the  Office. 


1 


WU  PONSE 


TOTAL  TOTAL 

NUMBER         PERCENT 


TOTAL  NUMBER  BT  RECION 


! 


Longhand 

Shorthand 

Machine 
Dictation 


Other 


147 
88 

64 

5 


77.0 
46.1 

33.5 
2.6 


60.0 


54   77.9 


46.7  i  32   45.7 


20.0  24   34.3 


1.4 


15  68.2 

9  40.9 

7  31.8 

0  0 


8  88.9 

4  44.4 

4  44.4 
0    0 


28  80.0 

15  42.1 

12  34.3 

3  8.6 


33  82.5 

21  52.5 

14  35.0 

1  2.5 


Other  responses  included 


Paste  up  copy,  phone 
abbreviations . 


radio,  typewriter,  B^ll  System 


The  findings  reveal  that  longhand  is  still  the  dominant  method  used 
for  origination  of  material  in  the  office,  with  shorthand  second.   This 
table  indicates  only  "yes"  responses. 


Table  34.   Transcription  Skills  Needed  by  Office  Workers. 


MSPONS* 


TOTAJ.  TOTAL 


Determine 
Appropriate 
Punctuation  152 


79.6 


Paragraphs 
Dictated 

Punctuation 
Dictated 


79   41.4 


36   18.8 


TOTAL  KUMMR  B?   RECION 


»       I 


I  X 


i  11   73.3 


63   90.0 


2   13.3   31   44.3 


1    6.7   15   21.4 


t  t 


16   72.7 


6   26.3 


3   13.6 


9  100.0 


4   44.4 


4   44.4 


26   74.3 


15   42.9 


5   14.3 


27 


21 


Table  34  shows  transcription  skills  needed  by  office 
workers.   An  overwhelming  majority  of  businesses  indicated  that  clerical 
workers  are  required  to  insert  proper  punctuation.   This  table  indicates 
only  "yes"  responses. 
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Pre-Employment  Tests 

The  following  section  indicates  the  number  of  businesses  that 
administer  pre-employment  test,  the  areas  tested,  and  the  types  of  test 
administered.  Table  35  shows  the  number  of  respondents  who  do  administer 
pre-employment  tests.  As  indicated  on  the  table  only  30  respondents  out 
of  191  administer  these  tests.   Since  this  number  was  so  small,  this  section 
has  not  been  broken  down  by  region.   Several  regions  had  only  one  respond- 
ent administering  tests.   With  such  a  small  number  responding,  the  value 
of  data  reported  by  region  would  be  minimal.  Tables  36-41  cover  the  areas 
of  types  of  test  administered,  length  of  tests,  and  areas  tested. 

Table  35.   Businesses  that  Administer  Pre-Employment  Tests. 


Responses 

Total  Number 

Total  Percent 

Yes 

30 

15.7 

No 

158 

82.7 

No  Responses 

3 

1.6 

TOTAL 

191 

100.0 

Table  36.   Typing  Speeds  Required  on  Pre-Employment  Test. 


Response 


Total 

Number 

Total  Percent 

0 

0 

0 

0 

10 

33.3 

9 

30.0 

5 

16.7 

0 

0 

4 

13.3 

2 

6.7 

20  -  30 
31  -  40 
41  -  50 
51  -  60 
61  -  70 
71  and  up 
None  Required 
No  Responses 


Total  Responding 


30 


100.0 


Table  37.   Length  of  Typing  Pre-Employment  Test. 


Responses 


Total  Number 

Total  Percent 

0 

C 

0 

0 

8 

26.7 

4 

13.3 

5 

16.7 

6 

20.0 

7 

23.3 

1-2  mins 
3-4  mins 
5-6  mins 
8-10  mins 
10  mins  and  up 
Not  Timed 
No  Response 


Total  Responses 


30 


100.0 


Table  38.   Parts  Included  in  the  Pre-Employment  Typing  Test 
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Responses  Total  Number     Total  Percent 

Straight  copy  only  12  40.0 

Straight  copy  with  statistical  data  8  26.7 

Letters  14  46.7 

Tables  7  23.3 

Statistical  6  20.0 

Memorandums  4  13.3 

Business  Forms  6  20.0 


Table  39.   Businesses  Surveyed  that  Administer  a  Pre— Employment  Shorthand 
Test. 


Responses  Total  Number  Total  Percent 

Yes  4  13.3 

No  24  80.0 

No  Response  2  6.7 


Total  Responses      30  100.0 


Table  40.   Dictation  Speed  Requirements  on  Pre-Employment  Shorthand  Test. 


Responses 


Total  Number    Total  Percent 


Below  60  words  per  minute 
60  -  79  words  per  minute 
80  -  99  words  per  minute 
100  -  119  words  per  minute 
No  Response 


0 
1 
2 
1 
26 


0 

3.3 

6.7 

3.3 

86.7 


Total  Responses 


30 


100.0 


Promotional  Opportunities  Available  for  Secretaries 

The  majority  of  businesses  responding,  105  or  55.5  percent,  do  reveal 
promotional  opportunities  for  secretaries  to  advance  into  middle  management, 
However,  85  or  44.5  percent  do  not  offer  such  opportunities. 

Table  41.   Promotional  Opportunities  Available  for  Secretaries 


TOTAL  TOTAL 

WUWBM         FIRCZNT 


TOTAL  KUMKR  BY   REGION 


Yes 
No 


TOTAL 


105   55.0 
86   45.0 


8     53.3 
7     46.7 


38    54.3 
32    45.7 


13 
9 


59.1 
40.9 


3   33.3 
6   66.7 


20   57.1 
15   42 . 9 


2 
1 


191  100.0 


15 


100. 0!  70   100.0 


22   100.0 


9   100.0 


35   100.0 


Table  42.   Ways  for  Secretaries  to  Advance 
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TOTAL 
NUMBER 

TOTAL 
PERCENT 

i 

TOTAL  NUMBER  BY 

RECION 

1 

1         ' 

i 

X 

i 

2 

Z 

i 

3 

Z 

4 
f               X 

z 

i 

i 

z 

Job  Perform- 

102 

97.1 

i 

1 
8 

100.0 

37 

97.4 

13 

100.0 

3 

100.0 

19 

95.0 

22 

95;7 

ance 

i 

In-Service 

80 

76.2 

!     6 

75.0 

28 

73.7 

9 

69.2 

2 

66.7 

16 

80.0 

19 

82.6 

Education  & 

I 

Training 

1 

Education 

69 

65.7 

1 

5 

62.5 

24 

63.2 

9 

69.2 

3 

100.0 

12 

60.0 

16 

69.6 

Experience 

92 

87.6 

i    5 

62.5 

34 

89.5 

12 

92.3 

3 

100.0 

18 

90.0 

20 

87.0 

Other: 

2 

1.9 

i  o 

0.0 

0 

0.0 

1 

7.7 

0 

0.0 

0 

0.0 

1 

4.3 

did  not 

I 

specify 

i — 

The  most  common  way  for  secretaries  to  advance  into  middle  management 
was  by  job  performance.   102  or  97.1  percent  of  the  respondents  indicated 
this  category.   It  was  interesting  to  note  that  education  was  chosen  by 
the  fewest  respondents,  69  or  65.7  percent.  Only  "yes"  responses  are  indicated 
on  this  table. 
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Table  43.      Tuition 

Refund  Programs  when  Education  Provides 

Promotional   Opportunity. 

trspnuiF                             TOTAL 

TOTAL 
PERCENT 

TOTAL  DUMBER  BY   RECIOK 

DUMBER 

1                                                2 

3 

4 

5 

*         t              ix 

t               X 

1               X 

'             : 

i 

100% 

1 
i 

Tuition 

Refund                47 

44.8 

0          0        J12      -31.6 

• 

10      23.1 

3        100.0 

10       50.0 

Percent 

! 

1 

1 

Based  Upon 

J 

Grade 

Received            11 

10.5 

0          0            5        13.1 

1          7.1 

0          0 

1          5.0 

4     ] 

No   Tuition 

j 

Refund 

i 

Program              19 

18.1 

10          0            9        23.7 

| 

2        15.4 

0          0 

3        15.0 

5     2 

Education 

I                          i 

Not   a 

i                           1 
1 

Factor                   7 

6.7 

;     1        12.5       3          7.9 

i                   1 

1          7.7 

0          0 

1          5.0 

1 

If   the  re 

sponde 

j 

S                              I 

nt  did  promote  by  educa 

tion,    they 

1 

were   to  respond  to 

this  question. 

The  most   common  response   indicated  was   that   100  percent 

•    • 

r-3-l    1    oV>  1  O                     AC 

>Mic-r  npsspfi 

rmil  d    rhoo 

se  more   tha 

n  one 

response,  this  table  only  indicates  "yes"  responses, 
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Data  Processing 

The  next  section  deals  with  data  processing  in  Montana  businesses. 
Table  44  shows  the  total  number  of  businesses  using  data  processing.   112  or 
58.6  percent  of  the  respondents  indicated  that  data  processing  was  used  in 
their  offices.   This  section  was  not  broken  down  by  region  becuase  the  data 
was  much  more  meaningful  on  a  state-wide  basis.  Tables  45-53  cover  the 
entire  area  of  data  processing  from  languages,  equipment,  training  available, 
computer  application  utilized,  and  data  processing  responsibilities  of 
office  workers.   CADO  equipment  is  used  by  most  of  the  businesses  responding, 
37  or  33.0  percent.   42  respondents  indicated  that  data  processing  training 
programs  are  available  for  entry  level  office  workers. 


Table  44.   Businesses  that  Utilize  Computerized  Data  Processing  as 
Reported  by  Respondents. 


Responses  Total  Number  Total  Percent 

Yes  112  58.6 

No  78  40.8 

No  Response  1  . 5 

Total  Responses   191  100.0 


Table  45.   By  Job  Classification,  Percent  of  T 
Workers  in  Various  Data  Processing 

ime  by  Full-Time  Office 
Activities . 

Responses 

Total  Number 

Total  Percent 

Office  Manager: 

0  Percent 
20  Percent 
40  Percent 
60  Percent 
80  Percent 

21 

43 
11 

5 
2 

18.8 

38.4 

9.8 

4.5 
1.8 

Administrative  Manager: 

0  Percent 
20  Percent 
40  Percent 
60  Percent 
80  Percent 


17 

19 

13 

2 

4 


15.2 

17.0 

11.6 

1.8 

3.6 


Private  Executive  Secretary 


0  Percent 
20  Percent 
40  Percent 
60  Percent 
80  Percent 


31 

10 

2 

0 

0 


27.7 
8.9 
1.8 
0 
0 


Secretary: 


0  Percent 
20  Percent 
40  Percent 
60  Percent 
80  Percent 


30 

17 
9 
3 

1 


26.8 

15.2 

8.0 

2.7 

.9 


Clerk- Typist: 


0  Percent 
20  Percent 
40  Percent 
60  Percent 
80  Percent 


25 

17 

10 

5 

5 


22.3 

15.2 
8.9 
4.5 
4.5 


Receptionist: 


0  Percent 
20  Percent 
40  Percent 
60  Percent 
80  Percent 


31 
13 

7 
1 
3 


27.7 
11.6 

6.3 
.9 

2.7 


Table  45  (Continued) 


By  Job  Classification,  Percent  of  Time  by  Full-Time   39 
Office  Workers  in  Various  Data  Processing  Activities. 


Responses 


Total  Number 


Total  Percent 


*Other: 


0  Percent 
20  Percent 
40  Percent 
60  Percent 
80  Percent 


5 
6 
9 
2 
11 


4.5 
5.4 
8.0 
1.8 
9.8 


*0ther  responses  included: 


Bookkeeper,  controller,  reconcilement  clerk, 
key  punch,  billing  clerk,  and  proof  operator. 


Table  46.   Data  Processing  Equipment  in  Use 


Response 


Total  Number 


Total  Percent 


Alpha  Mica 
Apple 
Burroughs 
Cado 

Data  General  Corp, 
Data  Point 
IBM 
Latah 
NCR 

Northstar 
Prime 

Radio  Shack 
Superb rain 
Victor 
Wang 
*Other 


0 
0 
0 

37 
1 
5 

32 
0 
8 
0 
0 
2 
0 
0 
1 

26 


0.0 
0.0 
0.0 

33,0 
0.9 
4.5 

28.6 
0.0 
7.1 
0.0 
0.0 
1.8 
0.0 
0.0 
0.9 

23.2 


Total  Responding 


112 


100.0 


*0ther  responses  included: 


Hewette-Packer,  Honeywell,  ISC,  Lochhead,  LPT,  NCR, 
OEC,  Ratheon,  Texas  Instrument,  Triad. 


41 
Table  47.   Data  Processing  Equipment  Training  Program  for  Entry  Level  Office  Workers 

Response  Total  Number            Total  Percent 

Yes  42                     37.5 

No  52                     46.4 

No  Response  18                      16.1 

Total  Responding  112                    100.0 

Table  48.   Knowledge  of  Computer  Programming  Language 

Response  Total  Number         Total  Percent 

Yes  10                   8.9 

No  92                  82.1 

No  Response  10                   8.9 

Total  Responding  112                 100.0 


Table  49.   Type  of  Computer  Programming  Language  in  Use 


4; 


Response 


Total 

Number 

Total  Percent 

1 

14.0 

2 

29.0 

1 

14.0 

2 

29.0 

1 

14.0 

Pascal 

Basic 

Cobol 

RPG 

Fortran 


Total  Responding 


100.0 


Table  50.   Applications  of  Data  Processing  in  Surveyed  Businesses. 
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Responses 


Total  Number 


Total  Percent 


Payroll 

Accounts  Receivable  and  Payable 
Inventory  Control 
General  Ledger 
Records  Management 
Simulation 
PERT 
CPM 

Auditing 
Word  Processing 
On  Line  Query  Language 
*0ther 


73 

68 

42 

76 

40 

1 

0 

3 

23 

10 

10 

85 


65.2 

60.7 

37.5 

67.9 

35.7 

.9 

0 

2.7 

20.5 

8.9 

8.9 

75.9 


*0ther  responses  included 


Banking,  Billing,  Certificates  of  Deposit,  Data 
Capture,  Deposits,  DDA,  Film  Bookings,  Investments, 
ICC,  Loans,  Parts  Orders,  Patronage  Allocation, 
Real  Estate,  Time  Deposits,  TCD,  and  Taxes. 


Table  51.   Planned  Changes  in  the  Data  Processing  System  Within  the  Next 
Five  Years. 


Response 

Total  Number 

Total  Percent 

Yes 

No 

No  Response 

49 
46 
17 

43.8 
41.1 
15.2 

Total  Responses 

112 

100.0 

4< 


Table  52.   Planned  Changes  in  Data  Processing  System. 


Responses 


Total  Number    Total  Percent 


Hardware/On  Line 

Conversion  of  Data  Entry  Procedures 
and  Equipment 

Software 

Expansion  of  Present  System 


23 

19 
21 
32 


46.9 

38.8 
42.9 
65.5 


Table  53.   Data  Entry  Used  with  Present  Data  Processing  System. 


Responses 


Total  Number 

Tot 

al  Pe 

5 

4.5 

24 

21.4 

42 

37.5 

47 

42.0 

3 

2.7 

Card  Punch  Operation 

Key  to  Tape 

Key  to  Disk 

On  Line  Terminal  Entry 

Other:   MICR-OCR 
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Because  of  insufficient  data,  questions  36,  45,  and  48  were  not 
tabulated.   Question  62  indicated  the  type  of  business  ownership;  27 
private,  13  partnerships,  and  151  corporations. 


46 
Summary 

This  survey  of  selected  Montana  businesses  can  be  utilized  to  identify 
employment  opportunities  for  business  students  who  graduate  from  business 
programs  in  Montana.   It  can  be  further  used  to  identify  the  skills  needed 
by  business  graduates  in  order  to  obtain  successful  employment,  to  maintain 
performance  on  the  job,  and  to  advance  on  the  job.   This  survey  also  identifies 
current  equipment  and  technology  being  utilized  by  the  businesses  surveyed. 
Each  business  program  will  need  to  study  the  results  and  compare  their 
region  and  state  totals  to  determine  areas  of  concern. 

Specifically,  however,  it  was  determined  that  the  following  areas  should 
be  of  concern  to  all  business  educators  in  the  State  of  Montana. 

When  asked  to  respond  to  the  statement  "Does  your  firm  have  difficulty 
in  obtaining  trained  office  personnel"  87  or  45.6  percent  of  the  191  respond- 
ents indicated  "yes."  Telephone  technique  was  most  often  identified  as  an 
area  in  which  our  students  needed  more  training,  followed  by  bookkeeping  and 
spelling. 

The  respondents  also  indicated  that  the  main  source  for  finding  trained 
personnel  was  by  "drop-in  applicants",  followed  by  Montana  Job  Service. 
School  placement  was  not  used  very  often.   These  areas  should  be  examined 
and  schools  should  adjust  programs  to  meet  the  needs  of  businesses. 

When  businesses  were  asked  to  identify  kinds  of  correspondence  and 
information  processing  required  of  office  workers,  memorandums  were  listed 
as  the  most  frequent,  followed  by  financial  reports  and  carbon  copies. 
Manuscripts,  however,  were  chosen  infrequently.   These  areas  should  definitely 
receive  curriculum  attention  by  teachers  in  Montana. 
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The  entire  area  of  records  management  deserves  teachers  immediate 
attention.  The  survey  revealed  that  clerical  workers  in  Montana  are 
expected  to  perform  a  wide  variety  of  records  management  tasks. 

It  is  important  to  note  that  81  or  42.4  percent  of  the  businesses 
surveyed  indicated  that  shorthand  is  not  a  requirement  for  office  workers. 
While  it  is  still  required  for  the  positions  of  secretary  and  private 
executive  secretary.   We  must  examine  our  programs  to  determine  the  appro- 
priate emphasis  to  be  placed  on  shorthand. 

An  overwhelming  majority  of  businesses  indicated  that  clerical  workers 
are  required  to  insert  proper  punctuation.   Communication  skills  appear  to 
be  an  area  for  future  expansion. 

Twenty-eight  or  14.7  percent  of  the  191  respondents  indicated  that 
men  are  employed  in  nontraditional  office  positions.   In  addition,  it  was 
also  indicated  that  75  of  the  191  had  women  employed  in  nontraditional 
office  positions.   It  appears  that  we  are  making  progress  in  this  area. 
However,  it  still  does  deserve  our  continued  attention. 

The  most  common  way  for  secretaries  to  advance  into  middle  management 
was  job  performance.   Since  this  area  is  so  important,  educators  need  to 
incorporate  actual  job  situations  into  their  classrooms. 

Data  processing  appears  to  be  a  growing  segment  of  business  education, 
112  or  58  percent  indicated  that  some  data  processing  skill  is  required  of 
office  workers.   Schools  must  adjust  programs  to  fill  this  need. 

This  study  was  conducted  for  the  purpose  of  surveying  businesses  in 
Montana.   This  study  should  be  repeated  for  government  and  education  insti- 
tutions in  Montana  using  the  same  questionnaire.   The  results  of  both  studies 
should  be  compared. 


APPENDICES 
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APPENDIX  A 
APPENDIX  B 
APPENDIX  C 
APPENDIX  D 


Cover  Letter  for  First  Mailing  of  Questionnaire 
Survey  Of  Business  in  Montana  Questionnaire 
Cover  Letter  for  Second  Mailing  of  Questionnaire 
State  By  Region 
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BUSINESS  OFFICE  &  DISTRIBUTIVE  EDUCATION  DEPARTMENT 

DR  NORMAN  L  MILLIKIN.  HEAD 

MONTANA  STATE  UNIVERSITY.  BOZEMAN  59717 


March   12,    1981 


YOU  CAN  HAVE  AN  IMPACT  ON  THE  EDUCATION  OF  FUTURE  EMPLOYEES  IN  THE  STATE 
OF  MONTANA 


Your  firm  has  been  chosen  to  identify  business  trends.   We  are  attempting 
to  identify  skills  needed  by  future  employees  to  meet  these  trends.   We 
are  conducting  a  survey  of  Montana  businesses  for  the  Office  of  Public 
Instruction  to  identify  employment  opportunities  for  business  students 
enrolled  in  high  school  and  post-secondary  business  programs.   We  are 
identifying  skills  needed  by  business  graduates  in  order  to  supply  quali- 
fied, skilled  employees  for  your  firm.   The  survey  will  also  identify 
current  equipment  usage. 

We  are  working  for  YOU.   Our  schools  want  to  train  qualified  people  to 
fill  office  positions  you  have  available  within  your  firm.   With  your 
help  current  and  future  equipment  usage  will  also  be  identified. 

This  survey  is  lengthy;  however,  the  length  is  necessary  to  adequately 
assess  your  business  needs.   Only  15  minutes  of  your  time  will  be  needed 
as  most  questions  are  check-list  format.   Take  the  time  now  to  fill  out 
the  survey  while  it  is  before  you.   The  on] y  way  we  can  supply  you  with 
the  qualified  people  you  need  is  by  your  giving  us  input.   Please  help 
the  educators,  the  students,  and  Montana  business  people  like  yourself; 
fill  out  the  questionnaire.   A  stamped,  addressed  envelope  is  provided 
for  your  convenience. 

S  inc. ere]  y 


<x 


Lorrie  Steerey 

i     I 

Office  Administration  ~* 

Virginia  Hartman 
Office  Administration 


Enc , 


TELEPHONE  (406)994   4421 
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SURVEY  OF  BUSINESS  IN  MONTANA 


Name  of  Business  (optional) 

Address  (optional) 

Type  of  Business:   Please  check  the  type  of  business  below. 


Account  ing 

_Advertising 

Contracting 

Consulting 


Financial 
Government 
Health  Care 
Insurance 


Law 

Real   Estate 

Retailing 

Tourism 


(one  only) 

Utility 

Other    (Specify) 


Number  of    full-time  office  workers   employed 

Number  of   part-time  office  workers   employed 

Anticipated  need  of   full-time  workers   in  five   (5)    years_ 


4. 
5. 
6. 

7.  Does  your   firm  have  difficulty   in  obtaining   trained  office  personnel? 

yes  no 

8.  Number   of   men   in  positions   traditionally  held  by  women 

9.  Number   of   women   in  positions   traditionally  held  by  men 

10.      Please  check  the  main  source  used   to   locate  job  applications.      (check  one  only) 

In-House  Personnel    Department  __School   Centered   Placement   Office 


_Montana   Job   Service 
Drop-In  Applicants 


Private   Employment   Service 
Other    (Please  Specify) 


11.      Please  check  areas   in  which  your  entry  level   office  workers  needed  more   training. 

c Human  Relations 

f Bookkeeping 

i Data  Processing 

1 Grooming 

o     Word  Processing 


a 

Typing 

Office  Machines 

b_ 
e 

Shorthand 

d 

Filing 

g 

Business   Law 

h 

Business  Math 

J 

Spelling 

k 

Grammar 

m 

Telephone   Techn 

Lque 

n 

Economics 

PLEASE  HAVE  YOUR  HEAD  SECRETARY  (OFFICE  MANAGER)  COMPLETE  THIS  PART  OF  THE 
QUESTIONNAIRE.   PLEASE  CHECK  THE  RESPONSE  TO  EACH  QUESTION  THAT  BEST  DESCRIBES 
YOUR  OFFICE. 


12, 


Which  of  the  following  does  your  office  use? 

a Manual  Typewriter       b Electric  Typewriter 

c Word   Processor  d 

e Other    (Please   Specify)   ______ 


Text-Editing   Equipment 


13. 


Which  make  of  typewriter   is  used  most  often  by  your  office?      (check  one  only) 

Adler  Olympia  Royal 

IBM 

Olivetti 


Remington 


Silver   Reed 


Other    (Please  Specify) 


14.      Which  make  of   text-editing  equipment  is  used  most  often  by  your  office 
(Check  one  only) 

Not   Used  IBM  Micron  Xerox 

Bowne  Lanier  Olympia  Wang 

Compal  Lexitron  Qume 


Other  (Specify) 


(over) 
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FOR  OFFICE 
USE  ONLY 


Col    01-02 


Col  43 


.3   (1) 


Col 

03- 

-07 

4 

Col 

08- 

-10 

5 

Col 
Col 

11- 
15 

-14 

6 

7 

Col 

16- 

18 

8 

Col 

19- 

■21 

9 

Col 

22 

10 

Col 

23 

11a 

Col 

24 

lib 

Col 

25 

lie 

Col 

26 

lid 

Col 

27 

lie 

Col 

28 

llf 

Col 

29 

Hg 

Col 

30 

llh 

Col 

31 

Hi 

Col 

32 

Hj 

Col 

33 

Ilk 

Col 

34 

111 

Col 

35 

11m 

Col 

36 

lln 

Col 

37 

Ho 

Col   38 

12a 

Col   39 

12b 

Col  40 

12c 

Col  41 

12d 

Col  42 

12e 

13 


Col  44-45        14 


15.   Indicate  which  special  typewriters  are  used  by  office  workers. 

a Not  used  b  Electronic        c Proportional  spacing 

Composer  f 


g 


Phototypesetter      e 
Other  (please  specify) 


Self -correcting 


16.   Which  letter  style  do  you  use  most  often?   (check  only  one) 

Block  style  (all  lines  begin  at  left  margin) 

AMS  Simplified  (all  lines  begin  at  left  margin;  no  salutation  or  compli- 
mentary close;  subject  line  in  all  caps) 

Modified  Block  style  with  block  paragraphs  (all  lines  begin  at  left  margin 

except  date  and  closing  lines,  which  begin  at  center) 


Modified  Block  style  with  indented  paragraphs  (all  lines  begin  at  left 
margin  except  date  and  closing  lines,  which  begin  at  center;  first  line 
of  each  paragraph  is  indented) 

Other  (please  specify) 


Office  Use 
Only 

Col  k6 15a 

Col  it  7 
Col  U8" 
Col  h9~ 
Col  50" 
Col  51~ 
Col   52" 


Col  53 


_15b 
15c 
_15d 
_15e 
_15f 
_15g 

16 


17.   What  determines  the  placement  of  the  date  line  on  your  business  letters?   (check 
only  one) 


Always  on  same  line 
Other  (please  specify)^ 


Length  of  letter 


Letter  style 


Col  5** 
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18.   How  do  your  office  workers  determine  the  margins  of  your  business  letters? 
(check  only  one) 

Standard  Margins  (i.e.  60  space  line  for  all  material) 

Determined  by  letter  length 

Six  inch  line  (70  space  line  -  elite;  60  space  line  -  pica) 


19. 


Other  (please  specify) 


When  necessary,  what  method  of  correction  is  used  most  often  on  correspondence 
to  be  sent  out  of  the  office?   (check  only  one) 


Erase 


Correction  tape 


Liquid  paper 


Correction  function  built  into  typewriter 
Other  (please  specify) 


20.   Are  your  office  workers  required  to  type: 


I  YES 

NO  I 

a  Carbon  copies 

I 

b  Mimeograph  stencils 

| 

c  Spirit  duplicating  masters 

d  Offset  masters 

e  Various  preprinted  forms  (invoices,  bi 

lis  of  lading,  etc.) 

f  Financial  reports 

g  Financial  reports  with  tables 

h  Manuscripts 

! 

i  Manuscripts  with  footnotes 

| 

1  Informal  reports 

k  Memorandums 


Col  55 


Col  56 
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19 


20a 


Col  57 

Col  58 20  d 

Col  59_ 
Col  60_ 
Col  6l_ 

Col  62 

Col  63 20g 

Col  6k 20h 

Col  65_ 
Col  66_ 
Col  67 


_20c 
_20d 
_20e 
20f 


_20i 
20J 


20k 


(Continued  on  Page  3) 


21. 


Indicate  the  quantity  of  equipment  currently  in  use,  the  frequency  of  use,  and 
your  five-year  projections  (Data  processing  equipment  is  not  included  in  this 
section) . 


y 

z 
aa 

bb 
cr 

dd 


1 

i                               Equipment  Now  Avai 

lable 

*0-Reserve  in  case  of  breakdown,  seldom  used;  1-20% 
3-60%  usage;  4-80%  usage;  5-Approaches  constant  use 

usage;  2-40%  usage; 
;  6-Constant  use 

Total 
Number 
Available 

Frequency  of  Daily  Use* 

Anticipated 

Need 

in  Five  Years 

0 

1  J  2 

3 

4 

5 

6 

Adding  Machines  (sample) 
Adding  Machines 
Addressing  Machines 
Bookkeeping  Machines 
Calculators 

Rotary 
1  Mechanical  Printing 

28 

X 

34 

i   Electronic  Printing 

Electronic  Nonprinting 

Complometers 
Copy  Machines 
Dictating  Machines 
Dictating/Transcribing  Mach 
Duplicators 

Fluid 

Stencil 

Offset 
[Microfilm 

Microfilm  Reader 

Microfilm  Camera 
Rotary 
Step-by-Step 

Microfilm  Dev.  Equip. 
[Text-Editing  Equipment 

Standalone  Mechanical 

Standalone  Display 

Printers 

Electronic  Typewriters 

Shared  Logic  System 
Transcribing  Machines 
Typewriters 

Manual 

Electric 

Proportional  Spacing 

Phototype setter 

Self-Correcting 

Composer 

1 

1 

1 

I 

I 

1 

1 

1 

_i 1 

I 

MACHINES: 

Are  your  clerical  employees  expected  to  operate: 


22.   Ten-Key  Adding-listing  Machines 


23.   Electronic  Calculators  (Printing 


YES 

NO 

Adler 

Burroughs 

I 
Hermes 

!  Monroe 

Olivetti 

1 

Victor 

i 

Other  (specify) 

ana /or  uis 

piay; 

|  YES 

NO 

Canon 

Monroe 

Rockwell 

Sharp 

Texas  Ins 

trument 

Victor 

Other  (sp 

ecify) 

\.over  j 


Office 

Use  Only 

_  _/_/_   a 
Col  68-7  2" 

__/_/__  b  (2) 
Col  01-05 

_  _/_/  _  c 
Col  06-10 

_  _/_/_  _  d 
Col  11-15 

Col  16-20 

_  _/_/_  _  f 
Col  21-25 

_  _/_/_  _  8 
Col  26-30 

Col  31-35 

_  _/_/_  _  1 
Col  36-40 

_  _/_/_  _  J 

Col  41-45 

_  _/_/_  _  k 
Col  46-50 

_  _/_/_  _  1 
Col  51-55 

_  _/_/_  _  "> 
Col  56-60 

_  _/_/_  _  n 
Col  61-65 

_  _/_/_  _  ° 
Col  66-70 

_  _/_/_  _  P 
Col  71-75 

__/_/_  _  1  (3) 
Col  01-05 

_  _/_/_  _  r 
Col  06-10 

_  _/_/_  _  s 
Col  11-15 

_  _/_/_  _  t 
Col  16-20 

_  _/_/_  _  " 
Col  21-25 

_  _/_/_  _  v 
Col  26-30 

_  _/_/_  _  « 
Col  31-35 

_  _/_/_  _  * 
Col  36-40 

_/_/_  _  y 

Col  41-45 

J  J-  _  z 
Col  46-50 

_/_/_  _  aa 
Col  51-55 

-  _/_/_  _  bb 
Col  56-60 

Col  61-65 

_/_/_  _  dd 
Col  66-70 

Col  71 22a 

Col  72 22b 

Col  73 22c 

Col  74 22d 

Col  75 22e 

Col  01 22f  (4) 

Col  02 22g 

Col  03 23a 

Col  04 23b 

Col  05 23c 

Col  06 23d 

Col  07 23e 

Col  08 23f 

Col  09   23g 


24.   Additional  Calculating  Machines 


25.   Transcribers 


YES 

NO 

a 

Comptometer 

b 

Full  key  adding 

c 

Rotary  calculator 

d 

Key  driven  calculator 

e 

Other  (specify) 

DUPLICATORS 

26.   Spirit  Duplicators 


YES 

NO 

a 

Dictaphone 

b 

Edison 

c 

IBM 

d 

Norelco 

e 

Sony 

f 

Stenorette 

g 

Other  (specify) 

27.   Mimeograph 


YES 

.  NO 

a 

A.B.  Dick 

b 

Bohn  Rex — Rotary 

c 

Ditto 

d 

Heyer 

e 

Roneo  Vickers 

f 

Other  (specify) 

28. 

Offset 

YES 

NO 

a 

A.  B.  Dick 

b 

ATF 

c 

Bohn  Rex — Rotary 

d 

Davidson 

e 

Gestetner 

f 

Other  (specify) 

YES 

NO 

A.  B.  Dick 

Bohn  Rex — Rotary 

Heyer 

Roneo  Vickers 

Other  (specify) 

29.   Photo  Copiers 


FILING  AND  RECORDS  MANAGEMENT: 


YES 

NO 

Canon 

Eastman  Kodak 

IBM 

3M 

Toshiba 

Xerox 

Savin 

Other  (specify) 

30.  Are  entry-level  office  workers  assigned  filing  tasks? 

Yes 

No  (If  No,  please  go  to  #32) 

31.  An  entry-level  office  workers  is  required  to  do: 


YES 

NO 

Index  (Decide  caption  under  which  the  material  is  to  be  filed) 

Code  (Actually  mark  caption  on  material  to  be  filed) 

Sort  (Separate  material  to  be  filed  on  designated  categories) 

Retrieve  (Take  stored  material  from  storage  medium) 

Charge  Out 

Cross  Referencing 

Other  (specify) 

(Continued  Page  5) 


For  Office  Use 
Only 

Col  10 2l*a 

Col  11 2Ub 

Col  12 2Uc 

Col  13 2Ud 

Col  lit 2l*e 

Col  15   25a 
Col  16   25b 

Col  17 25c 

Col  18 25d 

Col  19 25  e 

Col  20 25f 

Col  21   25g 


Col 

22   26a 

Col 

23   26b 

Col 

2k       26c 

Col 
Col 

25  26d 

26  26e 

Col 
Col 

27  26f 

28  27a 

Col 

29   27b 

Col 

30   27c 

Col 
Col 

31  27d 

32  27e 

Col  33 

Col  31*' 

Col  35~ 

Col  36" 

Col  37~ 

Col  38_ 

Col  39 

Col  1*0~ 
| Col  1*1~ 

Col  U2~ 
I  Col  1*3~ 
I  Col  Uk_ 
'Col  24 5_ 

Col  46 


_28a 
_28b 
_28c 
_28d 
_28e 
_28f 

_29a 

_29b 

_29c 

_29d 

29e 

~29f 

29g 

29h 


!  :ol  1*7   30 


Col  1*8 31a 

Col  1*9 31b 

Col  50 31c 

Col  51 31d 

Col  52 31e 

Col  53 31  f 

Col  51*   31g 


32.   Which  of  the  filing  systems  are 
used  in  your  office? 


33. 


YES 

NO 

a 

Alphabetical 

b 

Alpha-numeric 

c 

Geographical 

d 

Numerical 

e 

Subject 

f 

Chronological 

Please  check  Yes  for  ALL  filing 
storage  equipment  used  by  your  firm. 


YES 

NO 

Traditional  storage 

Microform  storage 

Open  shelf  storage 

Lateral  storage 

34.  Which  of  the  following  duties  are  carried  out  by  your  clerical  personnel? 


a  Implementing  new  records  programs  or  systems   .         .  , 
b  Maintaining  records  retention  schedules  

c  Establishing  filing  methods  for  active  records 

d  Establishing  records  retention  schedules 

e  Determining  the  "best"  filing  system 

f  Preparing  inventory  of  all  active  records  , 

g  Establishing  and  maintaining  a  central  storage  area 

for  inactive  records , 

h  Simplifying  filing  procedures  

i  Formulating  and  establishing  filing  procedures , 

j  Determining  the  effectiveness  of  existing  filing  systems.  , 

k  Establishing  procedures  to  be  used  in  microfilming  records, 

1  Supervising  the  destruction  of  records 

m  Reviewing  the  need  for  new  filing  equipment  

n  Measuring  clerical   work  production  of  records  personnel.  , 

o  Selecting  storage  equipment  and  supplies 

p  Writing  filing  procedures  manual 

q  Determining  arrangement  of  office  area  and  equipment.  .  .  . 

r  Preparing  statistical  reports  on  filing  activities 

s  Formulating  procedures  for  the  preparation  of  forms  .  .  .  . 

t  Determining  the  quality  of  paper,  size,  type,  etc.,  to 

be  used  for  forms  

u  Maintaining  a  forms  control  plan  

v  Writing  policy  and  procedures  manual  concerning  the  use 

of  forms  

w  Establishing  procedures  for  the  distribution  of  mail  .  .  . 

x  Establishing  channels  of  distribution  of  forms  

y  Planning  computer  output  microfilm  operations 

z  Establishing  quality  controls  for  correspondence  

aa  Establishing  standards  and  guides  in  letter  writing.  .  ,  . 
bb  Training  personnel  in  letter-writing  techniques 


Yes 

No 

Office 

Use 

Only 

Col 

55 

32a 

Col 

56 

32b 

Col 

57 

32c 

Col 

58 

32d 

Col 

59 

32e 

Col 

60 

32  f 

Col 

6l~ 

33a 

Col 

62~ 

33b 

Col 

63~ 

33c 

Col 

64 

33d 

(over) 


Col  65_ 

_34a 

Col  66_ 

_34b 

Col  67_ 

_34c 

Col  68_ 

_34d 

Col  69_ 

_34e 

Col  70_ 

_34f 

Col  71_ 

_34g 

Col  72_ 

_34h 

Col  73_ 

_34i 

Col  74_ 

_34j 

Col  75_ 

_34k 

Col  01_ 

_34l  (5) 

Col  02_ 

_34m 

Col  03_ 

_34n 

Col  04_ 

_34o 

Col  05_ 

_34p 

Col  06_ 

_34q 

Col  07_ 

_34r 

Col  08_ 

_34s 

Col  09_ 

_34t 

Col  10_ 

_34u 

Col  11_ 

_34v 

Col  I2_ 

_34w 

Col  13_ 

_34x 

Col  14_ 

_34y 

Col  15_ 

_34z 

Col  16_ 

34aa 

Col  17 

34bb 

DICTATION/TRANSCRIPTION 

35.   Which  positions  require  shorthand? 


YES 

NO 

a 

Secretary 

b 

private/ Executive 
Secretary 

c 

Clerk  typist 

a 

Receptionist 

e 

Not  reauired 

— 

36.   Which  shorthand  forms  are  acceptable 
in  your  office? 


YES 

NO 

a 

Notehand 

b 

Speedwriting 

c 

Machine  shorthand 

d 

Symbol  Shorthand 
(i.e.  Gregg  Shorthand) 

e 

Other  (specify) 

37.   Material  in  your  office  is  originated  in  which  of  the  following  methods? 

a Longhand  b Machine  Dictation 

c Shorthand  (  face-to- face  d 

dictation ) 


_Other  (Please  Specify) 


Yes 

No 

38.  When  transcribing  correspondence,  are  your  office  workers  required 
to  determine  the  appropriate  punctuation  necessary? 

39.  Do  your  originators  give  paragraph  indicators  when  dictating 
correspondence? 

40,  Do  your  originators  indicate  punctuation  when  dictating 
correspondence? 

41.   Do  you  administer  a  pre-employment  test?   (If  NO  go  to 
question  M9) 

SKILL  REQUIREMENTS  ON  PRE-EMPLOYMENT  TEST 

42.   If  entry-level  office  workers  are  required  to  type,  at  what  speed  (words  per 
minute)?   (check  only  one) 


_20-30  wpm 
61-70  wpm 


31-40  wpm 
71  and  up 


51-60  wpm 


_41-50  wpm 


No  minimum  typing  speed  required 


43. 


44 


What  is  the  length  of  your  pre-employment  typing  test?   (one  only) 

1-2  mins  3-4  mins      5-6  mins      7-8  mins 

10  and  up     Not  times     No  test  (go  to  /'45) 


9-10  mins 


Which  of  the  following  is  included  on  yo 

ur  pre-employment  typing  test? 

YES 

NO 

a 

Straight  copy  only 

b 

Straight  copy  with  statistical  data 

c 

Letters 

d 

Tables 

e 

Statistical 

f 

Memorandums 

8 

Business  Forms 

Yes 


No 


45.  Is  shorthand  required  for  an  entry-level  office  worker? 

46.  Do  you  give  a  pre-employment  shorthand  test?  Yes No  (go  to  #48) 

47.  At  what  dictation  speed  must  an  entry-level  applicant  pass, the  test? 

v  'fir        (one  only) 

Below  60  wpm  60-79  wpm     80-99  wpm 

100-119  wpm   120  and  up 

(Continued  Page  7) 
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48.   Indicate  ALL  machine  usage  areas  covered  in  your  pre-employment  test  for  an 
entry-level  office  worker.   If  there  Is  a  test  on  the  machine,  please  answer 
"Length  of  Test"  and  Accuracy  Required" 


I  area! 

YES 

NO 

a 

Ten-Key  adding  machine 

! 
,  i 

b 

Electronic  calculator 

! 

c 

Transcriber 

i 

d 

Spirit  duplicator 

e 

Mimeograph 

f 

Offset 

R 

Photo  copier 

! 

h 

Filing 

1 

i 

other  (specify) 

ITS 


LENGTH 
(INMIN) 


ERRORS 
ALLOWED 


czn 


49.   Does  your  company  provide  promotional  opportunities  for  secretaries  to 

advance  to  middle-management  positions?  Yes No  (if  No,  go  to  #52) 


50. 


Secretaries  can  move  into  middle-management  positions  by: 


YES 

NO 

a 

Job  performance 

b 

In-Service  education  &  Training 

c 

Education 

d 

Experience 

i 

e 

Other  (Please  Specify) 

1 

1 

51. 


If  education  is  a  steppingstone  to  promotion,  does  your  company  provide  a 
tuition  refund  program? 


YES 

NO  ] 

a 

100%  tuition  refund 

1 

b 

Percent  based  upon  grade  received 

1 

c 

No  tuition  refund  program 

d 

Education  is  not  a  steppingstone  to  promotion 

i 

DATA  PROCESSING: 

52.   Does  your  company  utilize  computerized  data  processing? 


YES 


NO 


(if  NO,  go  to  ,762) 

53.   By  job  classification,  what  percent  of  time  is  spent  by  full-time  office 

workers  in  various  data  processing  activities?   (Personnel  other  than  full- 
time  data  processing  specialists.) 


Percent  o 

f  Time/Data  Processing  Activities 

0% 

20% 

40% 

60% 

80% 

a  Office  Manager 

b  Administrative  Assistant 

C  Private  Executive  Secretary 

d  Secretary 

6  Clerk-Typist 

*  Receptionist 

8  Other  (Please  specify) 

h 

i 

[over) 
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54.   Indicate  ALL  data  processing  equipment  used  by  your  firm. 


YES_, 

NO 

Alpha  Mica 

Apple 

Burroughs 

Cado 

Data  General  Corp. 

Data  Point 

IBM 

Latah 

55.  Does  your  company  offer  a  data  processing  equipment  training  program  for  entry- 
level  office  workers?  Yes No 

56.  Is  it  necessary  for  your  office  workers  to  know  computer  programming  language? 

Yes No  (if  no,  go  to  if    58) 

57.  Indicate  which  computer  programming  languages  your  office  workers  must  know. 


YES 

NO 

NCR 

Northstar 

Prime 

Radio  Shack 

Superbrain 

Victor 

Wang 

Other  (specify) 

YES 

NO 

Pascal 

Basic 

Cobol 

YES 

NO 

RPG 

Fortran 

Other  (specify) 

58.   What  data  processing  computer  applications  are  utilized  by  your  company? 


59.  Does  your  company  plan  to  change  your  present  data  processing  system  within 
the  next  five  (5)  years?       Yes     No   (if  No,  go  to  #61) 

60.  What  changes  are  planned  in  your  company's  data  processing  system? 


YES 

NO 

Payroll 

Accounts  Receivable 
and  Payable 

Inventory  Control 

General  Ledger 

Records  Management 

Other  (specify) 

YES 

NO 

R 

Simulation 

h 

PERT 

i 

CPM 

i 

Auditing 

k 

Word  Processing 

1 

On  Line  Query  Language 

YES 

NO 

Hardware/on  Line 

Conversion  of  data 
entry  procedures  and 
equipment 

61. 


YES 

NO 

,1 

Card  punch  operation 

b 

Key  to  tape 

Other  (specify) 

YES 

NO 

C 

Software 

d 

Expansion  of 
present  system 

e 

Other  (specify) 

ir 

present  data  processing  sy 

stem? 

YES 

NO 

d 

Key  to  disk 

e 

On  line  terminal  entry 

GENERAL  INFORMATION: 

62.   Check  appropriate  identification  of  your  firm. 

Private        Partnership     Corporation 

State  (office  in  Montana) 
National  (office/  branch  in  other  state) 

International  (office/branch  throughout  world) 


63.   Would  you  like  a  copy  of  the  abstract  of  this  survey? 


Yes 


No 


THE  END 
THANK  YOU 
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APPENDIX   C  51 

SCHOOL  OF  BUSINESS 

BUSINESS.  OFFICE  &  DISTRIBUTIVE  EDUCATION  DEPARTMENT 

DR.  NORMAN  L.  MILLIKIN.  HEAD 

MONTANA  STATE  UNIVERSITY.  BOZEMAN  59717 

April   22,   1381 


WE  STILL  NEED  YOUR  HELP! 

Your  completed  questionnaire  has  not  been  received!  Your  help  is  needed 
to  complete  our  study.  Remember  this  study  will  help  us  prepare  better 
employees  for  you. 

Your  firm  has  bee^^chosedyto  identify  business  trends.  We  are  attempting 
to  identify  skills  rreerredby  future  employees  to  meet  these  trends.  We 
are  conducting  a  survey  of  Montana  businesses  for  the  Office  of  Public 
Instruction  to  identify  employment  opportunities  for  business  students 
enrolled  in  high  school  and  post-secondary  business  programs.  We  are 
identifying  skills  needed  by  business  graduates  in  order  to  supply  quali- 
fied, skilled  employees  for  your  firm.  The  survey  will  also  identify 
current  equipment  usage. 

We  are  working  for  YOU.  Our  schools  want  to  train  qualified  people  to 
fill  office  positions  you  have  available  within  your  firm.  With  your 
help  current  and  future  equipment  usage  will  also  be  identified. 

This  survey  is  lengthy;  however,  the  length  is  necessary  to  adequately 
assess  your  business  needs.   Only  15  minutes  of  your  time  will  be  needed 
as  most  questions  are  check-list  format.  Take  the  time  now  to  fill  out 
the  survey  while  it  is  before  you.  The  only  way  we  can  supply  you  with 
the  qualified  people  you  need  is  by  your  giving  us  input.  Please  help 
,7 the  educators,  the  students,  and  Montana  business  people  like  yourself- 
/\fnl  out  the  questionnaire.  A  stamped,  addressed  envelope  is  provided' 
for  your  convenience. 


Sincerely 
Lorrie  Steerey 


Office  Administration 


Virginia  Hartman 
Office  Administration 

Enc. 


TELEPHONE  (406)994  4421 
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53 
ABSTRACT  OF  SURVEY  FINDINGS  OF  SELECTED  MONTANA  BUSINESS  FOR  IMPLICATIONS 

AND  APPLICATIONS  FOR  BUSINESS  TEACHERS  IN  MONTANA  -  AUGUST,  1981  APPENDIX  E 


This  survey  of  selected  Montana  businesses  can  be  utlized  to  identify 
employment  opportunities  for  business  students  who  graduate  from  business 
programs  in  Montana.   It  can  be  further  used  to  identify  the  skills  needed 
by  business  graduates  in  order  to  obtain  successful  employment,  to  maintain 
performance  on  the  job,  and  to  advance  on  the  job.  This  survey  also  identifies 
current  equipment  and  technology  being  utilized  by  the  businesses  surveyed 
Each  business  program  will  need  to  study  the  results  to  determine  areas  of 
concern.  The  following  table  summarizes  survey  findings; 


Survey  Question 

Type  of  business  represented 

Number  of  full-time  office  workers 

Number  of  part-time  office  workers 

Ancicipated  need  of  full-time  office 
workers  in  five  years 

Number  of  men  &  women  in  nontraditional 
office  positions 

Does  your  firm  have  difficulty  in 

obtaining  trained  office  personnel 

Main  source  used  to  locate  job 
applicants 

Areas  in  which  entry-level  office 
workers  needed  more  training 

Typewriters  used  in  Montana 

Letter  style  used  most  often  in  the 
office 

Placement  of  date  line 

Determination  of  margins  of  business 
letters 

Information  processing  required  of 
office  workers 

Brand  of  typewriter  used 


Majority  Answered  This  Way: 

Financial  &  retailing 
1-20  full-time  workers 
1-5  part-time  workers 
1-20 

1-5  men 
6-10  women 

87  yes 
91  no 

Drop-in  applicants 
Montana  Job  Service 

Telephone  technique,  typing,  book- 
keeping, spelling,  human  relations 

Electric 

Block 

Always  on  same  line 

Letter  length 

Memorandums,  informal  reports, 
financial  reports,  carbon  copies 

IBM 


Brand  of  ten  key  adding  machines  used  Burroughs 

Brand  of  electric  calculators  used  Sharp  &  Monroe 

Brand  of  transcribers  used  Dictaphone 

Brand  of  spirit  duplicator,  mimeograph  &  A.B.  Dick 
offset  equipment  used 

Brand  of  photocopier  used  Savin 

Filing  system  used  most  Alphabetic  &  numeric 

Filing  storage  equipment  used  Traditional  &  open  shelf 

Methods  of  origination  used  in  the  office  Longhand  &  shorthand 

Typing  speed  required  on  pre-employment  41  -  50  (33%),  51  -  60  (30%) 
tests 

Shorthand  speed  required  on  pre-employment  80  -  99  wpm 
tests 

Ways  for  secretaries  to  advance  to  middle  Job  performance,  experience,  in- 

management  positions  service  education  &  training 

Brand  of  data  processing  equipment  used  Cado  &  IBM 


Specifically,  it  was  determined  that  the  following  areas  should  be  of 
concern  to  all  business  educators  in  the  State  of  Montana. 

When  asked  to  respond  to  the  statement  "Does  your  firm  have  difficulty 
in  obtaining  trained  office  personnel"  87  or  45.6  percent  of  the  191  respond- 
ents indicated  "yes."  Telephone  technique  was  most  often  identified  as  an  area 
in  which  our  students  needed  more  training. 

The  respondents  indicated  that  the  main  source  for  finding  trained  personnel 
was  by  "drop-in  applicants",  followed  by  Montana  Job  Service.   School  placement 
was  not  used  very  often.   These  areas  should  be  examined  and  schools  should 
adjust  programs  to  meet  the  needs  of  businesses. 

When  businesses  were  asked  to  identify  kinds  of  correspondence  and  infor- 
mation processing  required  of  office  workers,  memorandums  were  listed  as  the 
most  frequent,  followed  by  financial  reports  and  carbon  copies.  Manuscripts, 
however,  were  chosen  infrequently.  These  areas  should  definitely  receive 
curriculum  actention  by  teachers  in  Montana. 

The  entire  area  of  records  management  deserves  teachers'  immediate 


attention.  The  survey  revealed  that  clerical  workers  in  Montana  are  expected 
to  perform  a  wide  variety  of  records  management  tasks. 

It  is  important  to  note  that  81  or  42.4  percent  of  the  businesses  surveyed 
indicated  that  shorthand  is  not  a  requirement  for  office  workers.   However,  it 
is  still  required  for  the  positions  of  secretary  and  private  executive  secretary. 
We  must  examine  our  programs  to  determine  the  appropriate  emphasis  to  be  placed 
on  shorthand. 

An  overwhelming  majority  of  businesses  indicated  that  clerical  workers  are 
required  to  insert  proper  punctuation.  Communication  skills  appear  to  be  an  area 
for  future  expansion. 

Twenty-eight  or  14.7  percent  of  the  191  respondents  indicated  that  men  are 
employed  in  nontraditional  office  positions.   In  addition,  it  was  also  indicated 
that  75  of  the  191  had  women  employed  in  nontraditional  office  positions.  It 
appears  that  we  are  making  progress  in  this  area.  However,  it  still  does  deserve 
our  continued  attention. 

The  most  common  way  for  secretaries  tp  advance  into  middle  management  was 
job  performance.   Since  this  area  is  so  important*  educators  need  to  incorporate 
actual  job  stituations  into  their  classrooms. 

Data  processing  appears  to  be  a  growing  segment  of  business  education,  112 
or  58  percent  indicated  that  some  data  processing  skill  is  required  of  office 
workers.   Schools  must  adjust  programs  to  fill  this  need. 

This  study  was  conducted  for  the  purpose  of  surveying  businesses  in  Montana. 
This  study  should  be  repeated  for  government  and  education  institutions  in 
Montana  using  the  same  questionnaire.  The  results  of  both  studies  should  be 
compared. 
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